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Foreword

"THE PROCESS DESCRIBED i1 this manwal is one of the few systemss for planning and
budgeting ir colleges and universities that is detailed so meticulously. It includes
the unique concepts of the planning team and the analytical studies team, and
promotes a cooperative. integrated, and enthusiastic involvement of faculty, stu-
dents, and statt from all levels of the institution, resulting in more willing accept-
ance of final decisions. Other features are the relatively simple procedures, annual
repetition of the process, and specific results of a logical and systematic program
and budget review.

The value of institutional planning itself is evident in various ways: it (1) helps
the institution progress in ways that its trustees, officers, faculty, and students con-
sider most suitable: (2) provides a process for institutional respouse to challenges
in the environment; (3) presents various alternatives available to the institution;
(1) becomes a vehicle for response to strengths and weaknesses: and (5) focuses on
urilization of resources to best advantage,

We are confident that users will find the manual an invaluable aid in planning
and budgeting.

Normax €. FraNais THomAs S, SMiTH
President President
Xavier University of Louisiana Lawrence University
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ERIC

Aruitoxt provided by Eic:



AS HIGHER EbUCATioN approached the end of the
“golden years” of the 1960s, the rate of growth and the
flow of dollars to support this growth slackened. Casual
and careless planning for the future and budgeting that
reviewed plans only to use the anticipated eight to ten
percent increase in available income were no longer ac-
ceptable techniques.

Colleges with a black heritage, in which economic bases
were minimal, were especially hard hit. Recognizing this
fact, and desiving to provide assistance, NACUBO ap-
pointed a committee in the spring of 1966, which con-
sisted of James W. Bryant. Kenneth R. Erfit, James J.
Ritterskamp, Jr.. Clarence Scheps. and Fred S. Vorsanger.
This comntittee secured financing from the Esso Educa-
tion Foundation and The Ford Foundation to determine
specific assistance needed by these institutions. Daring
April zud May of 1967, consultants visited ten selected
colleges to study their administrative practices and to
make recommendations for improvements. On the basis
of these visits and the resulting reports, three areas were
identified a1s needing the most attention and providing
the mosi hope for .onstructive improvement. ‘These areas
were:

1. Planning, budgeting, and accounting
2. Personnel administration
3. Construction management

Peat. Marwick, Mitchell & Co. provided the consulting
services and assisted in developing A4 College Operating
Manual, which was issued in the spring of 1969, The
comniittee and tire consultants were aware that there
were alrcady in existence numerous budgeting systems
and many monographs about planming. However, most
of these systems were not applicable to a small, eco-
nomically deprived college. Such an institution was not
ready to contemplate the use of computer simulation
modeling or to develop a sophisticated, output-oriented

ERIC '
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Preface

program planning budgeting system (PPBS). Most of
the institutions involved i. the original study were pri-
vate, liberal arts colleges without significant graduate,
research, or public service programs. It was believed that
the typically small, finaucially deprived college with
a black heritage would benefit from a manual that would
provide concepts and techniques to insure optimum use
of limited resources,

The manual has had a far broader acceptance thai was
first envisioned, and it is equally clear that the basic
concepts embodied in it have survived remarkably well
through time. Over a four-year span (1969-1973), work-
shops on planning and budgeting presented this system
to more than 1,000 persons from 500 institutions as a
logical way to organize the process of planning and
budgeting. More than 1.500 copies of the manual have
been purchased.

A careful review has heen made of the response from
workshops and institutions using the NACUBO planning
material to determine what changes should be made in
the material. In the late spring of 1974, it was decided
that a revised edition of the manal should be published.
Once again The Ford Foundation provided funding for
this project, and NACUBO agreed to produce the
manual.

In the original manual it was clear that the authors
and the review committees felt strongly that planning
and budgeting are inseparable. It also was believed
that good management requires a team approach and
sound, well-documented policies and procedures. It is
still the belief of NACUBO and the writers of the re-
vised manual that planning and budgeting are insep-
arable, and because they are, the process must be
continuous if it is to be eflective, and that they are
“team’ activities.

As the original manual, by design, was written to assist
consultants, the process was described in brief, concise
language, assuming that necessary elaboraticn would be
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done by the consultant. This manual, however, has heen
designed to be used by interested members of the insti
tutional commumity, without the assistance of consult-
ants. 1t uses a narrative process, thus assuring readarility
and understanding: its usefuluess should be greatly en-
hanced. 'Fhe environment in which plinning takes place
is described in this manual, and indeed is one of its
themes. {t is the hope of NACUBO and the authors
that the experiences reflected in the new materials will
make this a useful publication for all in higher education.

Chairman of the steering committee for this manual
was J. Leslie Hicks, Jr.. of Denison University. Other

members of the committee were James W. Bryant, of the
Robert R, Moton Iustitute, Inc.: James R. Jordan, of
The Ford Foundation: William A, Shoemuker, of the
Council for the Advancement of Small Colleges: Marwin
0. Wrolstad, of Lawrence University; and the two authors
of the revision, John Dovier, of Kalamazoo College, and
Shetwin Howard, of Lawrence University. The steering
comniittee was under the sponsorship of NACUBO's
Small Colleges Committee, chaized by A. Dean Buchanan,
of California Lutheran College. NACUBO is deeply
indebted to all these persons for their exceilent contribu-
tion.
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Planning and Budgeting in Colleges and Universities

Informal planning and budgeting are processes which
have heen used in colleges and universities almost from
the time there were such institutions. Unfortunately, the
processes have ot been clearly defined or thoughtfully
used on most campuses. Formal systems which identify
the political process, make clear the power structure, and
announce the calendar of events in reaching decisions
are recent innovations used on a limited number of
campuses.

Planning has been defined as a device for insuring
“rational control of the future.” Planning also assumes
that one has hope for the future and that one might
improve on the present with sound planning, In an
article “Does Planning Work:” by Aaron wWildavsky,
appearing in the Summer 1971 issue of The Public In-
tevest (No, 21), the following statement is made:

Planning miry be scen as the ability to control the future
consequences of present actions,  The more consequences
one controls. the more one has succeeded in planning. Plan.
ning is a forme of cousatlity. Its purpose is to make the future
differout from what it would have been without this inter-
vention.  Planning, therefore, necessitates a causal theory
connedting the plannad actions with the desired  future
results.  Planning also requires the ability to act on this
theory: it requires power. To change the future, one must
be able to get people to it differently than they otherwise
would. "The requirements ot successful planning from causal
theory to political power grow more onerous as its scope
increases and the demands for simultaneous action multiply
at a geometric rate.

If one has hope for the tuture and wishes to influence
its chavacter or quality, it is necessary to plan. In doing
so, careful consideration must be given to viable alterna-
tive courses of action. Of course, default—doing nothing
—is also on» choice. Making choices which evaluate
programs ana anticipated vesuls, which bring together
ideas and expansionist dreams with reality, and which
answer the question “how good™ rather than “how much ~
will be the job of the planner.

Q
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A statement of mission, purpose, or philosophy should
precede all plamning eflorts.  Although typical mission
statements are written in general terms, an effective
statement should be sufficiently specific that it can con-
dition each planning decision: that is, each planning
decision should derive from this statement. The state-
ment provides direction and integrity in planning, and
makes possible the definition of goals and objectives to
realize the mission.

“Mission™ refers to the broad. overall. long-term pur-
pose of the institution; “goal” implies something less
remote than mission, more definitive and capable of
achievement iu a certain period of time (perhaps five to
ten years): “‘objective” implies something tangible, which
can be reached in a shorter period of time than a goal.

The statement of mission should provide guidance on
such questions as:

. What is the philosophy of governance?

2. What are the priorities of the institution?

3. What are the roles of instruction, research, and
public service in the institution, and how should
they interact and reinforce one another?

+. Are degree programs oriented toward liberal edu-
cation, professional ends, vocational ends, or next
degree level: !

The Planning and Budgeting Process

Budgets are the practical, fiscal plan of operation for
the college or university, ‘The wranslation of the educa-
tional priorities and decisions into reality is the principal
purpose of a budget, which also represents a most con-
venient reflection of an institution’s activities, The re-
sources of even the vichest colleges and universities are

VCollege and Universely Business  {dministration, Third Edition

‘Wishington DJC National Association of College and University
Business Otlwers. 1971), p. 18
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2 A College Planning Cycle

limited. In periods of financial stringency such as the
1970s it is even more urgent that planning and budgeting
be done with as much wisdom as possible.

To be effective, the planning and budgeting process
must be comprehensive and continuous. U'nless all pro-

gram clements are considered, unless the external world

is considered, and unless alternative solutions are con-
sidered, there can be little assurance that the best plans
and the best budget allocations have been made,

In planning and budgeting, the process does four basic
things: (1) determines what is to be done (institutional
goals und academic program decisions), (2) develops
operational plans to do it (support programs and
budgets), (3) adopts controls to test if the plans are
being followed (operating statements, program reviews),
and (1) establishes a system of evaluation to determine
plan achievements (analyzes and measures results).

As plans and budgets are developed, decisions must be
made about philosophy, objectives, programs, organiz-
ion, staffing, facilities, and financing, Failure to make
decisions about any one of these areas would be failure
to plan and budget adequately.

The planning and budgeting process is political. To
insur~ that constituent units understand the process and
know about the decision-making forum of the institu-
tion, a for.nal planning and budgeting system must be
used. The system in this manual is specific. There are,
of course, alternative systems for information gathering
and information analysis and utilization. The system
in this manual is practical and can be utilized by any
institution. It can be used 11 concert with parts of other
systems, yet it is complete in itself.

Although planning and budgeting are inseparable,
they have a definite relationship which should he under-
stood. Planning the educational and support programs
should precede adoption of the budget. Of course, the
time separation is small and program plans generally are
formulated with at least gross cost estimates in mind.
The budget side of the process inevitably is faced with
the problem of allocating scarce funds among competing
programs, Resource allocation decisions more often than
not are simply constraiied choices,

Because of the matire of educational institutions and
the typical involvement of all departments in the plan.
ning and budgeting process, an opportunity for some
form of participatory governance is created. Constituent
groups expect to be heard and administrators (especially
presidents) must be prepaved to delineate clearly the
decision-making procesaes of the institution and the rela-
tionship of plinning to budgeting. Pluns never brought
to reality are not really plans. Budgets which are not
based upon carefully conceived educational plans and

‘f
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program decisions are generally vague estimates, and thus
require constant restructuring on a short-run basis.

Aspects of the Process

Several more subtle aspects of planning and budgeting
should be noted: pace, authority, technique, and style.

The pace at which an institution operates is impor-
tant te the planning and budget officers of an institution.
If the planning process is not geared to the flow of
operational events and to the work habits of the various
departments, the data and program plan materials needed
for decision making will not be timelv. Taoo soon or too
late are simply not acceptable responses. Budgeting de-
cisions must be made to accommodate to the presence
of department heads and faculty; they must also be made
to have in hand the necessary materials for timely presen-
tation to the governing board. In developing the plan-
ning and budgeting calendar, careful analysis of the
institution’s pace must be made.

It must be clearly understood by the institution’s con-
stituents just who has authority for decision making. Of
course, it is recognized that the president is the chief
administrative officer, but the extent to which the presi-
dent delegates authority and the extent to which plan.
ning recommendations are accepted must be known.
Generally, hidden agendas create distrust and the plan-
ning and budgeting process breaks down if the presenta-
tions of the departments and the planning team (see
below) are ignored. Constituent groups who are kept
informed and who realize their aspirations, at least in
part, or know -the reasons for nonacceptance of their
proposed ideas and desires within a plan and budget,
are less likely to ignore, circumvent, or sabotage the ap-
proved operating plan and budget. ‘The assignment of
authority and responsibility and the manner in which
they are used are vital aspects of planning and budgeting.

The techniques used in planning and budgeting are
also important. First, the professional skills of those
responsible for thie process must be adequate for the job.
‘The manner in which these skills are used is equally
important. 'The techniques used in data collection und
in requiring from each department & clear, written pro-
gram statement can mean the difference hetween success
and failure, Arbitrary appointments of administrators
or faculty to key positions in -he planning and budgeting
process solely on a time-availability basis can be disas-
trous. ‘The first requirement for appointment is compe-
tence,

The style ot a college or umivensity is probably the most
difficult of the subtle aspects of planning and budgeting
to identify, but it too is important. Some institutions are
more formal than others; some are more open than
others: some expect considerable involvement by trustees

10
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and alumuiz and some have students with full voting
rights on every institutional committee. The planning
and budgeting process should be designed 1o {it com.
fortably the stvle of the institution,

Planning and Budgeting as a Humanistic Process

As mentioned above. the planning and budgeting proc-
ess iy political.  The politics of planuing and budgeting
center aromd the use of authority, In justitutions acvoss
the United States the polities range from hievarchy to
egalitarianism and consensus patterns. When a formal,
organized planning system is implemented at an institue
tion for the first time, nearly evervone is disturbed, be-
Gruse it changes the known political dynamics, There
will be those who see this as a “bhenign cvele™ going
nowhere. Others will believe it to be a technique em-
ploved by the president as a “self-fulfilling prophecy”
to make happen those things which he or she has already
determined,

Clearly, the first step in achieving a logical, formal
planning and budgeting system is presidential leadership.
The president must believe in the system, support it, and
make it function. The melding of the desires of con-
stituent groups with ditferent interests and purposes into
an acceptable plan is not easy. Success in controlling the
future is hard to achieve. Even s, the successes of the
institutious which have seriously werked at formal plan-
ning and budgeting indicate the validity of the process.

In developing an understanding of the belief in a
formal  plaming and  budgeting  system, constituent
groups must b " entified and adequate connnunication
established. 1 -lly. the groups involved are faculty,
stidents, trustee., administrators, staff, alunmi, donors,
and the public. Ceruiinly, alumni. donors, aud the public
are less formally involved and less intimately aware of
the specific planning and budgeting events, but it would
be a serious nistake not to communicate the planaing
and budgeting process and veselts to tLem,

Planning depends ou people and is designed to beaefit
people. Thaose persons aud groups traditionally involved
in the planning process e the president, governing
board, faculty, and students. The role of cach shoulkd
be nnderstood:

The President: s the chief operating executive, the
president must be the leader of the planning cflort. He
must appoint @ capible plinning assistant and establish
a plinning team and analytical studies team  (see he
low). At many institutions, the faculty members of the
analytical studies team ave elected vather than appointed.
The president receives the recommendations of key com-
mittees, reviews program plans and ultimately determines

Q - ’. j
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the recommendations to be made to the governing board
cou-erning plans and budgets. He or she must be willing
to shiwe some of the authority vested in him or her by
the board in order to retain the support of constituent
institutional groups, ‘The president must communicate
to the iustitution the concepts of planning and budgeting
involved in the formal plan. This will include the cal-
endar of events, the decision-making process, the deci-
sions made and the budgets approved.  Radical de-
partures from the recommendations received must be
carcfully explained to concerned groups.

The Governing Board: "The legal authority for the
operation of most colleges and universities is vested in
the governing board. Of course, board members delegate
to the president and. thvough him or her, to other ad-
ministrators or to the faculty responsibility for the op-
eration of the institution. Ultimately, however, the boaid
represents a part of the check and-balance concept of
administration, and should insist on well-documented,
logical plans and budgets. It should be involved cspe-
cially in any suggested changes to the stateiment of mis-
sion of the college and in the development of goals and
objectives, official institntional policies, and vealistic
budgets.

The Faculty: "The nature of a college or university
makes the faculty preeminent in determining educa.
tional programs. The political organization as well as
the operational ovganization of the faculty should be
used to develop basic programs and the curriculum,

The Students: Because students are the learnas and
customers, they have an importaut vole in planning. It
is true that students extant on a campus at any given
time are transitory, vet their reactions to curriculam
contewt, their belief in the institution, and their concepts
of sotiety can mean much to the success of any plan,
Students representative of the entire student body should
serve on key pliming committees, and some technique
for conmmunicating with the student body should be de-
veloped.

fn addition to these individuals and groups tradition-
ally involved in planning, au effective planning and
budgeting process vequives a plmning assistant aud two
distinet groups that are unique to this systenr: an ana.
Ivtical studices team and a plaming tean. These are
the vehides by which the humanistic process is carried
out.

The Planning Aswsistant: "The plainiing assistant to the
president should be a knowledgeable and energetic per-
sou who is respected by the various comstituendies of the

11



4 A College Planning Cycle

institution. He or she should be given sufficient time
(usually at least one-half time) 1o coordinate all of the
planning activities for the president. The development
of the plinming and budgeting calendar, the servicing of
all committees, the keeping of minutes H»f meetings, the
coordination of development of the data base for plan-
ning, and maintaining communication with all constitu.
ent groups are responsibilities of the planning assistant.

The tnalytical Studies Team: The majority of team
members should be drawn from the faculty. This team
reviews the preliminary plan and Hudget to determine
their validity in supporting institut:onal goals and objec-
tives, It also examtines alternative plan proposals and
budget vealities for the plans proposed. This team serves
as another check-imd-balance in the operation of the
formal planning and budgeting process. and prepares
fimal recommendations for the planning team and the
president,

The Planning Team: Senior administrators should
comprise the majority of the plmning team. There also
may be constituent group representation. ‘T'he president
should serve as chairperson and the planning assistant as
secretary.  This team is a vital element in the formal
planning process. It serves as the determining body in
the development of the preliminary and final plan and
budget. The work of the responsible administrative
heads and task force committees in developing assumnp-
tions and plan and L -dget suimmaries is reviewed and
approved or alteved by the planning team.

Differences Between Public and Private Institutions

There are many similarities but also a numbes of
differences between public and private colleges and . ni-
versities. Both types of institutions serve the public,
but publicly supported institutions sometimes are re-
quired by law to provide certain programs. Certainly
the fact that allocations of tax dollars typically provide
60 percent or more of the revenues of public colleges
and universities makes a vital difference in program de-
lineations. State legislatures, throngh their education and
finance committees and through legislatively created
boards, generate controls and strictures which  differ
from those of private institutions.

Accountability often is considered to be ditferent he.
tween private and public institutions. but hoth are ac-
countable to the public and to their constituencies for
the use of funds and for the achievemets of their pro-
grams. Average envollment in public institutions tends
to be much higher than that in private institutions. In
addition, state laws often require the admission of any

high school graduate from the state. The usual pattern jn
private institutions is to remain relatively small in en-
rollment and to establish widely ditlering entrance re-
quirements. ‘These differences have planning implications
for individual institutions,

‘The planning and budgeting process described in this
munal may be used by both public and private insti-
tutions. Any college or university adopting this system
or any other formal planning and budgeting system will
necessarily adapt it to reflect local idiosyncrasies. The
principal point is to use a formal, well-conceived plan-
ning and budgeting process rather than to be concerned
with the public or private status of the institution.

Techniques for the Planning and Budgeting Process

There are a number of techniques and tools which
must be used and some others which may be used in the
planning and hudgeting process. The most essential tool
for every institution is an adequate accounting system.
‘T'he accounting used in colleges and universities is called
“fund accounting,” which is cifferent from and more
complex than commercial accounting. The code of ac-
counts in any iustitution should be carefully conceived
to provide management information, especially program
costs. The reporting formats and accounting and audit
principles contained in publications of NACUBO and
AIC. A shoul be followed.2 The planning and budget.
ing system in this manual assumes that this is so.

The accounting system is both a legal and an admin-
istrative tool. It provides the basic information for the
operation of the institution and for the management
decision process. It also provides proof of fiduciary ac-
countability and budget control. The disciplines and
structure of the budget depend on the accounting system.
Regular and accurate operating statements are simply
not possible in an institution without an adequate ac-
counting system.

An adequate dat: base of facts about the institution
must be created and maintained. Such data include cer-
tain halance sheet items, cost of programs, enrollments,
compensation levels, and teaching loads. The selection
and definition of the clements of the data base are im-
portant to plamning and budgeting. ‘The information
must be in a format suitable for analytical purposes
(vosts, ontcomes, comparisons, etc.) and multiyear pro-
jections.

Computers are useful but not essential in the planning
and budgeting process. Simulation modeling in evaluat-

2College and Univer-ity Business Administration, "Third Fdition. —

Audits of Colleges and Universities \New York: American Insti-
tute of Certified Public Accotintants, 1973) .
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ing alternative choices and the maintenance of a sc»his-
ticated data base are logical computer functions. The
system in tiis manual does not, however, depend on com-
puter availability.

Formal planning and budgeting systems can som :-
times inhibit innovative thinking. A successful pk nning
system will attract bright program ideas. jome institu-
tions have used the Delphi or a similar tect:nique to cb-

On an annual basis:

Planning and kudgeding in Colleges and Universities 5

tain or evaluate program ideas. This technique actually
is related to forecasting events. The general pattern is
one of collecting judgments and establishing consensus
about future prolabilities in terms of such variables as
.ime, qua:nity, and the desirability of a projected future
state.,

if the planving and budveting process in this manual
is used, it will provide the follcwing:

Review of missicn, goals, and objectives.
Review of external and internal environmental as-

sumptions.

Review of instituional policies.

Review of program plans.

Consideration of alternative academic and support
plans,

Analysis of the total program plan and budget.
Published plan and budget.

Evaluation of the process.

On 3 five-year basis:

Academic program plan.
Budget for operations.

Capital expenditure budget.

Cash flow projection.

.
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The Planning and Budgeting System

Cardinal Features of the System

The specific procedures of planning and budgeting
described below and more particularly in Chapter 3
represent a f'exible, adaptable, participatory system that
can be adopted eassily by any institution wishing to
implement it.

A simplified outline of the system is shown in Figure 1.
Department-level units of the institution are requested
to prepare five-year plans and budgets. These are re-
viewed by the planning team and the analytical studies
team, and eventually are incorporated into a long-range
plan which becomes the starting point for the next an-
nual cycle. While the system can be adapted to fit insti-
tutional idiosyncracies, there are certain cardinct fea-
tures or elements which must be retained. ‘I'hese
features include: (1) the use of a planning and budget-
ing calendar of evems: (2) two separate groups—the
analytical studies team and the planning team: (3) wide
participation by most if not all constituencies: and (1)
an annually npdated five-year plan.

The sample planning calendar (Figure 2) shows addi-

“tional details ¢t the system and provides a graphic

chronology of events and their schedule and. duration.
Using a calendar insurces no hidden agendas: it acts as
a built-in expediter to make things happen, and presents
a clear overview of the system to all those involved in
planning. ‘This does not preclude adaptation of the
calendar. It easily can bhe translated for institutions
whose fiscal year does not begin on July 1. or it can be
varied in duration to fit individual exigencies.

The use of the analytical studies team (operating in-
dependently of the planning team) is another vital ele-
ment of the system. In a manner not unrelated to the
governmental principle of separation of powers, this
committee offers a free forun for faculty and student
participation and questions. A properly functioning ana-
lytical studies team allows an increased sense on the
part of faculty that input to the system can be made: it

L Lo
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provides its members with an intimate knowledge of how
the institution actually functions, and requires their
direct support of the planning recommendations ratified
or originated by them,

The analytical studies team, which reports to the
planning team, acts in an advisory capacity—a role that
is important because of its location in the system, the
charge given to it, and its constituency. This role carries
a sense of obligation: perhaps no other agency in the
institution, outside of the president’s office itself, has the
obligation to review the total institution, its problems,
and its strengths.

The planning team. presided over by the president,
usually is composed of the president’s immediate staff.
It has final authority and responsibility for drawing up
plans and budgets for governing board approval.

Data Required for Planning

An institution involving itself in the planning process
for the first time invariably will discover a lack of ade-
quate data. Adeqate data for planning may in fact be a
contradiction in terms. Certain minimum information,
however, is essential. This raises the questions of who
develops data, how data is developed, and who maintains
information once prepared. The answers to these ques-
tions must be determined by each institution,

Adequate planning requires at one time or another
pertinent, accurate data of the fellowing kinds: staffing
tables (including projected sabbatical lcave.): cost of in-
struction by department: total cost of instruction per
student: student aid (by type) per student: faculty and
departinental course load; student enrollment by depart-
ment and by class: faculty compensation by rank; a line-
item budget (including historical cost data): balance
sheet assets (including current funds, student loan funds,
endowment funds, and plant funds): and various pro-
jections of enrollment, cash flow, and capital expendi-
tares.

14



The Plaming and Budgeting System 7
53:0:'
? PLANNING PROCESS (Simplified Flow Chart)

[ I. The cycle begins with an existing long-range plan, or if no plan is extant, it begins
with preparation of basic plaiming assumptions. (See items 1 through 7 of sample
Planning planning and budgeting calendar.)
Team
’ 2. 'The planning team reviews the existing plan, prepares basic planning assumptions,
- A I - and initiates the process by requesting academic and: administrative deparmments to

o e ————

Ir—;aquest

prepare plans. (See items | through 7 of samiple planning and budgeting calendar.)

Depts.

3. Using information they receive in the basic planning assumptions, first academic and
then support departments prepare five-year department plans and budgets.  (See
items 8 through 12 of sample planning and budgeting calendar.)

Analytical L After being reviewed by the planning team, departmental plans, together with reve-
Team nue estinates, staffing tables, and enrollment projections, are given to the analytical
studies team, which will evaluate consistency, compatibility, and economic feasi-
bility, and then recommend modifications to the planning team.  (See items 13
* through 18 of sample plamming and budgeting calendar.)

Recommen:
dations

Planning 5. The planning team reacts to the analytical studies team’s proposals. prepares final
Team planning and budget documents, and forwards them to members of the governing
: hoard for review and approval. (See items 19 through 21 of sample planning and
I budgeting calendar.)
5-yea
Plyan '
l 6. Following governing board approval, the finished plan is published and will become
the starting place for the next mmual planning ovele (item I abesey.  (See itan 22
Govern. ol sinple phaming and budgeting calendar.)
Board
Figure |
Q .Va

ERIC 15




8 A College Planning Cycle

Much of this information already may be available, and
it will be a relatively simple matter for the planning
assistamt to collect and structure it for use. Other data
can be gathered through the planning system itself. (See
the planning forms in Appendix A.)) The first year of
involvement with the planning system will identify
clearly the nature and extent of missing data. The plan-

ning assistant or institutional research director then may

work to eliminate these deficiencies.
In any given year alternative data collection patterns
““may be followed. The “shelf life” of information varies.

BEST COPY AVAILABLE

In an institution of stable enrollments, with no new
buiidings being added, there is a limited need to request
space utilization data each year. On the other hand, cost
per student credit hour may vary greatly from year to
year and should be collected annually. If computer fa-
cilities are available, the tasks of data gathering and
analysis may be expedited (not simplified), and a variety
of models and information-gathering systems being de-
veloped by outside agencies may profitably be adopted
for use with the planning and budgeting system.

SAMPLE PLANNING AND BUDGETING CALENDAR

ACTION STEPS

~ ~

N

NSNS N
. g

3 Qé
S/

%
/S

~

/g

~/ININSS

[~} LY S
(g

F/&

& & $
P/ & g <

Preparation of basic planning assumptions

Review and revise goals and objectives
Review and revise general college policies
Develop institutional environmental assumptions
Develop external environmental assumptions
Prepare revenue estimates

Prepare budget working papers

Secure governing board approval (1-6)

NoOOBWN

Preparation of plan and budget

8. Issue requests for academic program plans
and budgets

9. Administrative review

10. Review academic program plan and

budget summary (planning team)

Issue requests for support program plans

and budgets

Administrative review

Review support program pian and budget

summary (planning team)

Prepare staffing tables

Prepare preliminary operating budgets

Prepare cash flow projections

Prepare capital expenditure budget

Analyze program plan and budget

Review analytical studies team

recommendations

Prepare final plan and budget

Secure governing bhoard approval

Publish plan and budget

11,

12,
13.

14,
15.
16.
17.
18,
19.

20.
21.
22

l'igure 2
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The Planning and Budgeting Cycle

Preparation of Basic Planning Assumptions

Once a college has made the commitment to planning,
and particularly to utilizing the system described herein,
the first step is to review whatever existing long-range
plans may he available. Such a review is to be conducted
by the planning team.

A brief checklist of activities required in this part of
the system is shown below. ‘The responsible person or
committee involved in each step is shown in parentheses.
The checklist is necessarily summary in form, and a care-
ful review of the accompanying text, the sample forms
(Appendix A). and the calendar shown as Figure 2 above
will aid complete understanding of the system.

PREPARATION OF BASIC PLANNING ASSUMPTIONS

involves:  President Business Officer
Planning Assistant Registrar
Planning Team Development Officer
Governing Board Admissions Director

Forms: 1.2,3.4

Calendar: 5 months (May 1 to September 15)

. _Appoint planning team (President) .

— Review existing long-range plan (Planning
Team)

-—Propose revisions to basic planning assump-
tions (Planning Team)

_____ Secure governing board approval of revisions
(President)

......Prepare revenue estimates (Business and De-
velopment Officers)

.- -...Prepare enroliment projections (Registrar and
Admissions Director)

— —._Prepare request for academic department plans
(Planning Assistant)

..- - Elect or appoint members to analytical studies
team (as institutional politics may dictate)

—Chech List 1—

If no long-range plans exist or if the existing plans
do not contain pertinent current information, it becomes
necessary to create the basic documents which will pro-
vide a philosophical and practical setting for what the
institution is, what it is about, and what is likely to
assist or hinder its a-tivities. These basic planning
assumptions must include: (1) a statement of institu-
tional mission, (2) a statement of pertinent college
policies, (3) a summary of external environmental as-
sumptions, and (4) internal or institutional environ-
mental assumptions. Appendix A contains samples of
such documents.

Statements of mission often are prepared by commit-
tees, with the result that they are almost uniformly
broad. platitudinous, and of limited usefulness. “The
college views itself as a community of scholars.” “The
college seeks to understand the nature of things and the
duty of educated men.” *“Their common enterprise is
a pursuit of the liberal arts tradition.” While there is
nothing wrong with these statements, they do not ade-
quately describe an institution. ‘They suggest no unique
characteristics for a college. They are not useful as
measures to determine whether to implement new pro-
grams or eliminate old. In short. while having a sub-
stantial quality of rhetoric. they have limited application
in planning decisions.

At a minimum. a statement of mission should clarify
whether an institution is public or private, whether it is
a college or university, what degrees are available, what
constituency it serves, and any unique characteristics ob-
taining to itself. Ideally, it would include statements of
expected results that can be measured or observed.

One of the initial challenges facing the planning team
is to commission the creation of a statement of mission
that represents a consensus of those involved in the
operation of the institution and is at the same time simple,
straightforward, and defined in terms of measurable ob-
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jectives. While the statement does not need to be actu-
alhy wiitten by members of the planning team,  they
certainly shonld arvange for its writing and follow
through to see that it is completed.

"T'he second of the basic planning assumptions, college
policy, is more easily approachable.  Institutions have
more policies than ever have heen documented.  Only
the most pertinent sections of existing faculty and staft
haudbooks, student handbooks, governing board min-
utes, ete.. should be collected. While not intended as an
inclusive list, some sttements of policy covering the
following arcas ought to be included in the basic plan-
ning assmptions: teaching methods, calendar, the avail-
ability of student services, make-up of the student body
(such as pereentage of residential students), transfer
student eligibility, freshman enrvollment. student-faculty
ratio, distribution of faculty by rank. tenure and promo-
tion policy, average faculty teaching load, activities other
than instruction. staft support policies, fringe benefits,
administrative structure of the institution, cconomic
background of the student body, halanced budget, tui-
tion, student aid. auxiliary entevprises. rescarch projects,
public services, and any other policies having direct
fiscal implications,

A judicious blend of brevity and inclusiveness must
be used in preparing the statement of college policies
because, together with all other parts of the basic plan-
ning assmuptions, it is to be distributed widely., The
third and fourth of the basic planning asstmptions,
external and internal envivonmental factors, vepresent
an analysis of factors likely to aftect the institution. For
purposes of documenting these assumptions, it may be
adequate to make simple statements about the world
sitnation, gross national product, anticipated trends in
the price level for goods and services, national attitudes
toward higher education, the number of students en.
rolled in higher education, ete. On the other hand.
specific statistical data regavding the number of persons
in the regional school age population, cenrollment in
courses, student retention, tuition. projected  fuel in-
creases, telephone rate projections. ete., will he imme-
diately usetul to department planners.

It is important that the envirommental assumptions
and statistical data assembled as part ob the basic plan-
ning assumptions be related dosely to institutional ob-
jectives and idiosvneracies.

The ovclical vature of the planning process will require
evilnation and updating ot the basic planning assump-
tions cach vem. Thus, when beginning the planning
process, it is probably better to err on the side of inda-
ston rather thin exclusion ot information, although there
are obviously practical Himits to this principle.

e i

The statements and statistical data that coustitute in-
ternal and esternal environmental assumptions may be
prepaved by the planning team as a group: individual
members of the plauning team; special task forces of
faculty, students, end administrators; the plaming as-
sistant; or any combination of persons. ‘The responsi-
bility for their preparation belongs with the planning
team,

The planning calendar allows five mouths for review
and revision of basic planning assumptions to compen-
sate for the discontinuity of stmmer vacations, faculty
absences, cte. Most of the basic planning assumptions
can be prepaved in less time, A statement of goals and
objectives, on the other hand, may require appointment
of a select committee and a yenr's delibevation. If such
is the case, it may be necessary to initiate the planning
cycle without a statement of goals.

Once statements and data are available, the planning
assistant assembles them into a usable form, It is recom-
mended that a copy of the basic planning assumptions
be sent to the governing board for consideration and
review,

It may be important to recall at this point that the
assumptions being made. and the projections being
created. are for a fiscal year beginning approximately
fifteen months in the future. ‘Thus, basic plamning as-
sumptions being prepmed in May 1978 will anticipate
the fiscal year beginning 1 July 1979.

Preparation of Basic Planning Assumptions
for Budgeting

Estimating the revenues available for a five-year future
period is certainly as much an art as a science, It is
important to prepare a detailed and logical forecast of
the estimated cconomic resources which can be used to
support educational programs. As conditions change, so
will revenue estimates, and care must be exercised to
make estimates which are as realistic and accurate as
possible.

The basic technique involves the development of a set
of assumptions about enrollments. tuition and fee rates,
gift aud grant potentials (both current funds and capi-
tal), money rates, investment performance and earnings,
and legislative anticipations. Most of the calculations are
simple arithmetic ones, although building in anticipated
cndowment additions with anticipated performance of
securities warkets can become complex, Again, the im-
portant point is to prepare a written, detailed statenient
of anticipated revenues,

Ouce the revenue estinates have bheen developed by
the chiet business officer and the development oficer,
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they should be reviewed by the nresident and the plan.
ning teamn. As assumptions are altered, corvections in
the forecast should be made.

Once the estimates of revenues have been approved,
the budget working papas should be prepared. State-
ments of assumptions should be written about available
revenues, new  program commitments, inflationary as-
sumptions, and geveral bhudget expectations for use in
departmental plaming and budget requests.  Data col-
lection forms to assist the department also should be
“prepared. These forms should show the stathig and the
line-item budgets for the most vecently completed two
years and the current bhudget year. Of course, the plan.

ning and budgcetiug calendar showing key deadline dates

also should be included. (See sample: statements of as-
sumptions aud data collection forms following Form | of
Appendix A\)

Preparation and Review of Academic Program Plans

A copy of planning and budget assumptions is sent
to the head of each academic department with a request
for the department to prepave its five-vear plan. The
sample planning forms in Appendix A assume the de-
partments are the ouly source of departmental informa-
tion. If data are not available elsewhere, academic de-
partments must supply it.

The request for academic plans is probably drafted
by the planning assistant, but it is sent out by the presi-
dent. Upon receipt of the vequest, accompanied by the
planning guidelines and appropriate forms. the depavt-
ment chaivmen aud other department members prepare
a five-year department plan, Past plans should be re-
viewed to iusure continuity as the new one is prepared.

An early draft of the department’s plan should be
reviewed by the academic dean for program content and
interaction with other departments. New cowrses and
programs also must he cleaved through existing curricu.
lum commitrees. A typical pattern of functioning using
the planning system is for a course or project to be ap-
proved by a curriculime committee. Then, if there are
economic implications, the project or course is submitted
through the planming process for further consideration
of its cconomic feasibility.

After the academic dean s had a chanee to respond
to the duabt plan. the depimnnent chainman completes
the necessary planning toras and vetuens them to the
dean for fonmal veview.  Iucluded in the departimental
progrun plan should be a statement of depertment ob-
jectives, expenditure estimates, estinmates of income om
testricted cuonvent tunds, course and project data, faculty
stathug equirements, sabbatical Jeave  plans,  phsical
facilivy requitements, other vesouree reqguirements, budget
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documentation in detaif for one year with general bhudget
requivements for the succeeding year, and whatever other
information is desired. (CGf. Forms 5, 6, 7. 8 and 9 in
Appendix A)

PREPARATION AND REVIEW OF ACADEMIC
PROGRAM PLANS

Involves: Academic Dean Planning Team
Planning Assistant Department Facuily
Department Chairmen I

Forms: 5,6,7,.8,9 . . Coe s e e

Calendar: 2 months (September 15 to November 15)

——.-Review request for program plans (Department
Chairman and Faculity)

—-—Prepare updated department plan (Department
Chairman and Facuity)

_____ _Review department plans (Academic Dean)

.- - .Prepare ansiysis and overview of total aca-
demic rrrogram (Academic Dean)

—..Prepare summaries of all department plans

(Planning Assistant)

-...—-Review plans and summaries (Planning Team)

—......Prepare request for suppori services depart-
ment plans (Planning Assistant)

—Chech List 2—

Upon receiving the academic department’s program
planning documents, the academic dean should screen
them to insure accuracy and thoroughness of preparation.
If corvections are required, they are returned to the aca-
demic department chaivman. It is also useful for the aca-
demic dean to prepare a written analysis and overview
of department plans. his overview may include com-
ments on general, interdisciplinary, or other aspects of
the academic program that the dean feels deserve ex-
planation. Once the dean’s screening has taken place,
the department plans are givent to the planning assistant,
who accumulates the information and prepaves a number
of summary documents. (Cf. Forms 10, 12, 13, and 1)

It is important to note at this point that the system
as ontlined is capable of gencvating Lirge amounts of
imormation, perhaps so much that it will be impossible
for the analsvtical studies temn to evaluate or nse it all,
Experience will dictate which forms and summaries are
most useful. and others may be eliminated or requested
in alternate vears,

The summaries and departinent plans are next re-
viewed by the planning team tor major deviations from
consistency with gouls and objectives aud college policies,
as well as for economic feasibility, The planning team
prohably should not veto any plan at this point. but it
may clect to append notes o connnents to the plans and

L Uiqg
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.
summuaries.  However, if serious deviation is detected,
thie plans should be returned to tae academic depart-
ment chairman for modification as necessary,

Preparation and Review of Support Services
Program Plans

‘The preparation of support services department plans
is identical to that of academic plins, with two excep
tions. First, information from the academic pkur sum.
maries is included with the basic planning assumptions

sent to the support departments for consideration as they™”

prepare their plans: thus allewing them to plan betten,
to serve the academic programs of the institution. "Fhe
second difference is in the specific data requested from
support departments. The kinds of difterence are indi-
cated on sample forms in Appendix A,

PREPARATION AND REVIEW OF SUPPORY SERVICES
PROGRAM PLANS

Involves:  Vice Presidents Department Heads
Planning Assistant Planning Team

Forms; 15, 16, and 17

Calendar: 114 months (November 15 to January 1)

- -—...Review request for program plans {Department

Head)

. —....Prepare updated department plan (Department
Head) )

-.....Review department plans (appropriate Vice
President)

.. .....Prepare summaries of all department plans
(Planning Assistant)

. ....Review plans and summaries (Planning Team)

... . .Prepare materials for analytical studies team
(Planning Assistant)

—Check 1.ist 3—

After the support department has submitted its plan,
and after it has been reviewed by a vice president or
appropriate line officer, it s turned over to the pluming
assistant, who prepares sunnnry support progran docn.
ments. Samples of these alo e induded in Appen-
dix A,

The planning team then reviews the sunmary support
program plans for nmjor deviations and returns the
document to the plinming assistant, who will prepare
ntaterials for the amalytical <tudies team.

Preparation of Staffing Tables

Implicit in the prepaation ot dcp;num-mnl pluns of
both academic and support services is the preparation
of stathng tables. Whether or not this actually occurs

at the departmental level will vary from institution to
institution, Wherever it oceurs, it is vital that accurate
staffing information be prepared together with support-
ing data incorporating salary scales, likely increases, and
existing and new emplovee benefits av found in the en-
vironmental assumptions, .\ consideration of  persons
emploved in each of the five planning years is vital. How
nany faculty will be teaching, how many plan sabbatical
or other {eaves, how numy faculty will be replaced, ete.?
‘The mumber of veplacement personnel and the number
of new faculty and stafl positions should be requested

~and approved througls the plinming process,

Once stafling tables have been prepared, they should
be transmitted to the plinming assistant for inclusion
with other plamming documents.

Preparation of the Preliminary Budget

‘The task of putting into proper format all the myriad
picces of financial data relating to the current operating
budget falls to the chief budget officer. Of cowrse, cost
estimates are received from the operating departments,
but these must be reviewed carefully and checked for
accuracy, Al new progriums and expanded  programs
mst be identified and accurate cost data developed for
use by the plnming team. Any programs heing discon-
tinued also niust bhe listed and cost savings, if any,
identified.

Budget formats for colleges and universities should
follow the principles defined in the above-mentioned
College and University Business Administration (1974)
and in Audits of Colleges and Universities. Once the
detailed line-item departmental expense budgets are re-
viewed and summarized, they should be presented to the
president along with approved ostimates of available
revenues. The president should indicite to the chief
business ofhcer any changes desited in the preliminary
budget ptior to its presestation to the planning team and
other senior administrators,

The preliminary budget requests, when summarized,
may suggest a deficit operation or alternative program
itents which require additional input from the planning
teim. When the planning team and the president have
reviewed the preliminary budget, it is ready for presen-
tation to the amalvtical studies team.

Analysis of Program Plans and Preliminary Budget

Before proceeding. it may be useful to review what is
supposed to have happened to this point. An existing
long-range plan has heen reviewed (or anew set of basic
planming asstmptions has been aeated). Academic and
support service depintinents have been requested to pre-

R0



pare and submit long-range, departmental plans, Support
services departments have received summaries of the
academic plans in addition to the basic planning assump-
tions for perusal as they prepaved their plans. All de-
‘partment plans have been reviewed by an appropriate
dean or vice president and summarized by the planning
assistant.  Comments of the deans and vice presidents
have been appended. "The ssumaaries have been reviewed
by the planning team tor major deviations from college
goals, objectives. or policies, as well as for economic
feasibility. Stafling tables reflecting hoth existing staft
and anticipated new appointments have been prepaed,
and enrvollment projections ave available. Revenue esti-
mates, cash flow projections, capital expenditures and a
preliminary five-vear budget have been prepared.

All of this has taken approximately ten months since
the beginning of the cvcle.

ANALYSIS OF PROGRAM PLANS AND PRELIMINARY
BUDGET

involves:  Analytical Studies Team
Planning Assistant

Foims: All forms are provided to the analytical studies
team for review

Calendar: 2 months (February 1 to April 1)

- .———Review all departmental plans and summaries
(Analytical Studies Team)

-—..—Review preliminary budget, projections, etc.
(Analytical Studies Team)

- -.—-Determine potential conflicts between programs
and policies (Analytical Studies Team)

-..~...-Prepare modifications, recommendations, etc.
{Analytical S*udies Team)

- .~..—.Distribute draft copy of recommendations to all
faculty and students (Analytical Studies
Team)

—Chech List 4—

Now. all copies of all planning materials. department
plans and budgets, sumnuries, projections. and estimates
are turned over to the analytical studies team. Members
of the team are appointed or elected at the request of
the president and veport to the plinning team.  Their
primary functions are: (1) to evaluate the economic
feasibility of the plans that have been submitted; (2) to
determine af program objectives are consistent with col-
lege goals and objectives: (3) to determine if the pro-
grams fit together properly in pursuit of the common
objectives (for example, coincidence of timing): (1) to
determine if there are any existing or potential conflicts
between program plans and college policies: (5) to
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develop and consider alternative program plans and ex-
amine relative cost and effectiveness in accomplishing
objectives: and (6) to formulate conclusions on proposed
program modifications and document these conclusions
as specific proposals.

The analytical studies team is allowed as much as two
months to complete its deliberations, depending on fre-
auency of meetings. Because of the amount of material
that must be considered, scssions are likely to be long
and intense, . A number of instintions using this plan-

‘ning systemm have consciously reamrranged’ the planning

calendar sb that thé team ¢an ‘convene when ‘classes ‘are
not in session. Suck an arrangement allows members of
the team to devote full attention to their review func-
tion. If computer facilities are available to the institu-
tion, it is also useful if models can be developed which
will permit consideration of a variety of alternatives in
staffing, envollments, expenditures, etc.

The analytical studies team in the course of their re-
view should expect access to all information required
to formulate their recommendations, including summary
wage and salary data. At the conclusion of their delib-
erations, a preliminary or draft copy of the team’s find-
ings should be circulated to faculty, staff, students, and
all »ther interested parties. A general, open meeting to
encourage wider participation, suggestions, or questions
may be held to good effect,

Preparation of Final Plan and Budget

‘The analytical studies team completes their report and
forwards it to the planning team, which now must re-

PREPARATION OF FINAL PLAN AND BUDGET

Involves:  Planning Team Analytical Studies
Planning Assistant Team
Chief Business Officer Trustees
Others (Optional)
Calendar: 3 months (April 1 to July 1)

— -- .-Review analytical studies team proposal (Plan-

ning Team)

Resolve differences occasioned by maodifica-

tions (Planning Team and others)

... -Submit final plan for governing board review
and approval (Planning Assistant)

.Distribute copies of final plan (Planning As-
sistant)

- -...Make adjustments to planning budget to aliow
final budget preparation (Chief Business Of-
ficer with Planning Team)

-.. ... Distribute detailed budgets to departments

—Check List 5—
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view the proposed maodifications in program plms and
budgets that have been submitted, If a proposal is un-
acceptable, it should be returned to the analytical studies
team, with reasons for rejection. For those analytical
studies team recommendations that are acceptable, notifi-
cation should go out from the plamning team to the
academic or support services department heads, an-
nouncing modifications that will affect them, with time
allowed for appeal or consideration before the accept-

ance hecomes final., If the academic department or sup-

port services department heads find the proposed changes

imaccepthble, they should confer ‘with ‘the planning team

and resolve their differences.

Upon acceptance of the report of the analytical studies
team, the planning team should make final adjustments
to the program plans and present their conclusions to

department faculty. The necessary feedback, conferences,
and final consideration by the planning team are sched-
uled to take about two months,

Finally, the planning assistant ass.mbles the official,
long-range plan. ‘This document may include extract
clements from the program planning summaries, the
basic planning assumptions, enrollment projections, and
a summary budget projection. A brief explanatory nar-
rative :lcmmpzmics the document, identifying key modi-
fications to.the prior year's plan. "The long-range plan
is submmed to the governing hoard for review and ap-
proval’ 1fr un.lucptablc the planning team must make
any necessary revisions in the plan as required by the
board. After board approval, the long-range plan should
be published and disseminated widely to faculty, staff,
and students.
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Capital Expenditures

Capital expenditures made by colleges and universities
should be separately budgeted. Principally, capital ex-
penditures are for new construction, major repairs or
renovations to phvsical structures, or lirge and expensive
equipment. Library book purchases typically are made
through the cwrrent fund, but ultimately should be
capitalized. From an accounting standpoint the costs for
construction or additional major equipment should not
be recorded as an expenditure in the current fund op-
erating statement.

As program plans and operating budget requests are
obtained from departments, statements about required
capital expenditures to support program plns also
should be requested. It is essential that the total costs
of new or expanded programs reflect any capital ex-
penditures. and it is equally importnt to anticipate
major building repairs or improvements and equipment
replacement for continning programs.  Data collection
forms should be developed to elicit capital expenditure
requirements. which include deadlines, estimated costs,
specifications for purchase orders, and suggested funding
sources it funds are not in hand.

The funding of capital expenditures is dithcult tor
educational institutions. espedially private ones. T'ypi-
cally, funded depreciation reserves are not created. and
maintemance sd repair budgets are often minimal,
Periodically, major renovation of buildings or replace
ment of aging structures is required. For major equip-
ment purchases many institutions allocate funds annually
in the current fund operating budget. Before any com-
mitments are made for capital expenditures, pledges or
gifts in hand should be available o cover them.

‘The preliminimy capital expenditure budget should be
prepared by the president and the chief business otheer.
New coustruction or major renovations of buildings

e
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typically have moved through a relatively elaborate plan-
ning process prior to actual contracting.  Planning should
include academic departinents which will occupy the
spaces, the physical plint director and staft, and the
responsible committee of the governing board. It is also
logical and desirable to coordinate capital budget re-
quests and preliminary budget approvals with the devel-
opment office to provide fund-raising ideas.

The program plans which are generated by the de-
partments provide basic information required for budget
development. New, expanded. or changed programs re-
flecting shifts in educational priority or more complex
technology often generate capital demands.  Generally,
educational priorities should determine the items to be
included in a capital budget, vet the availability of funds
often cun change priorities.

‘The preliminary capital expenditure budget should
follow the plioming and review path followed by the
current operating budget. ‘The plamming team should
review and approve this budget and send it to the ana-
Ivtical studies team as a part of the proposed plan and
budget for the institution. Care should also be exer-
cised to include in the current operating budget any
operating costs which will result from funded capital
expenditures—for  example, maintenance of complex
scientific equipment and maintenance and operation of
new bhuilding space.

Ouce the final capital budget has been developed, it
should be presented to the governing board for approval
and final adoption. ‘The presentation of the capital
budget should coiucide with the presentation of the pro-
prion plans and operating budgets of the institution.
Bowd members should be concerned with the total in-
stitutional program and the financial stability of its op-
eration. It funding is not available or if budgets and
programs do not seem to support istitutional goals,
board members should provide guidelines for further
revisions before adoption.
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Budget Control

While this manual is concerned primarily with plan-
ning and budgeting as a process, it should be noted that
plans will not be prosecuted successfully without appro-
priate monitoring. As plans are translated into operat.
ing budgets. and budgets into day-to-day functions,
budget controls must be established in advance. The
principal tool in controlling the budget is the monthly
operating statement. The chief business officer should
be responsible for preparing a narrative statement which

“highlights the most pertinent information and for pro-

viding the financial facts to the president and governing
board. Also essential is a summary report by broad
category functions showing revenues and expenditures
to date and comparisons of the current year with the
previous year and with the budget.

Each operating department must he provided with a
monthly operating statement which shows in detail by
object classification all current monthly expenditures
plus a summary of all expenditures for the year to date.
Department heads should understand their responsibility
for the operation of their budgets and should bring to
the atiention of the budget officer (or appropriately
designated official) any errors in the account. ‘This offj-
cer should review the monthly operating statement to
check spending rates and to identify any problems.
There should be prompt contact with budget units whose
spending rates are excessive or whose reports and records
are in error. Early detection of abnormalities and prob-
lems in budget operation will make corrective action
possible.

In order for budget controls to work, the control sys.
tem must be fairly and firmly enforced. A high degree
of cooperation among all departments is essential in
order to maintain control, and responsibility is an obli-
gation which must be assumed by all departments within
the institution. It is assumed that each person in the in-
stitution should contribute toward conservation of and
effective utilization of institutional resources for the best
educational purposes.

Once again. it is vital that the accounting and report-
ing systems in colleges and universities provide adequate
information to management to insure the successful op-
eration of the budget, which in turn will insu.e the
success of the general institutional plan,

Cash Flow

As colleges and nniversities moved into the troubled
time of the 1970s, they learned the sobering lessons of
economic depression. The expert and productive man-

agement of money—both permanent (endowment and
similar) funds and current fund balances—became essen-
tial. Institutions found it necessary to develop account-
ing and reporting techniques which enabled management
to know at all times the cash position of the institution.
The development of simplified procedures for investing
excess cash also became necessary.

The two essential “first steps” for any institution to
take in making optimum use of its available cash are:
(1) the consolidation of funds into a single bank account,
and (2) the development of the facts of cash flow pat-
terns and techniques for preparing relatively accurate
cash flow projections. As expert understanding of an
institution’s typical cash position is developed, shifts in
patterns of billing students and payment patterns for
non-payroll obligations will be discovered which will pro-
vide maximum cash floats for investment.

The consolidation of funds into a single account has
implications primarily for institutional banking reia-
tionships. Some argue that the cash for an institution—
especially a larger one—should be used to gain political
advantage. Generally, the economic gains from consoli-
dating cash far outweigh the political gains from dis-
persing cash. Even so, care should he exercised in ex-
plaining the plan of cash management to members of the
governing board and to banking officials who will be
concerned,

The pattern of cash flow of an entire completed fiscal
year is necessary for a relatively accurate forecast of a
year ahead. The budgeted revenues can he analyzed to
assist in projecting cash, but a daily log of deporits, bank
balances, dishursements. and ledger balances is required
to be relatively precise. A daily cash report should be
designed and maintained, showing deposits by source
(student ledger, gift. government appropriation. endow-
ment income, etc.) and disbursements by type (payroll,
accounts payable, etc.). It is especially important to
analyze the daily bank balance and daily ledger balance
figures to develop an understanding of the float of funds
available for investment.

In projecting the cash pattern for the coming fiscal
year, a weekly summary of deposits by source and dis-
bursements by type should be made. From this should
be evolved the moving summary of fund availability,
which would suggest the periods and amounts for short-
term investing as well as any periods when bank loans
would be required. After this is accomplished. generally
accurate figures for investment income and interest ex-
pense for the current fund operating budget can be de-
veloped.

The banking relationships of any college or university
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are important to its operation. An operating account
through which all carrent fund operations flow is an ac.
cepted fact of life. "Fhe trust operation of a bank also
may be a vital adjunct in the operation of endowment
investient strategies or in operating a defered giving
program.  An analysis—probably on a quarterly hasis—
of the institutional account by the bank should be ob-

O
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tained and compared with the forecast and cash records
of the mstitution,

It is pood management to provide the principal bank.
ing facdity with a copy of the institutional budget and
cash flow projection, s this is done, a line of credit
sufficient to provide for projected loan needs can he
arranged.
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Appendix A: lllustrative Sample Forms

As nearly as possible the sample forms shown on the following pages contain the kinds of data that should
be useful in the planning process.

While it has been noted before, it should be stressed again that the forms shown arve merely examples and
may be adapted for the convenience of the using institution. Similarly, not all forms may be required each year
of the cycle.

Readers are referred to the preceding text (Chapter 3) for a description of those who complete the forms
and the use to which the forms should be put.

Form 1 Environmental Assumptions—A. External
Form 1 (Cont.) Environmental Assumptions—B. Internal
LForm 1 (Cont.) Environmental Assumptions—C. Supporting Statisticul Data

Five-Year Income Projections
Income From Tuition and Fees
Income From Endowment

Gifts for Current Fund Operation
Auxiliary Enterprises Income
Statement of Cash on Hand

Form 2 Statement of College Policies

Form 3 Statement of Mission

LForm 4 Enrollment Projections (FTE)

Form 4 (Cont.) Departmental Enrollment Projections

Form 5 Academic Department Plan

Form 6 Physics Department Stafling and E\(pcmhture Estimate

Form 7 Physics Department Course and Project Data

Form 8 Academic Program Physical Facilities Inventory

Form 9 Physics Departinent Academic Resource Requirements

Form 10 Summary of Program Changes

Form 11 Preliminary Income and Expenditure Estimates for Academic
and Support Departments

Form 12 Departmental Operating Budget

Form 13 Course and Faculty Load Data

Form 14 Academic Stafhing ‘Table

Form 15 Academic Program—DPhysical Facilities Requirements

Form 16 Support Progrant: Dean of Students

Faorm 17 Expenditure Estimate: Dean of Students

Form 18 Physical Facilities and Other Resource Requirements

Form 19 Summary of Support Services Plans

Form 20 Budget Request
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Peoples College
Form No. 1

ENVIRONMENTAL ASSUMPTIONS—A. EXTERNAL

1. International Situation—There will be no major war in the period from 1978 to 1983. Occasional
minor conflicts are likely in such places as the Middle East, Asia, and South America. These conflicts
will maintain a continuing state of unease with attendant high defense budgets.

Stabilization of the dollar in international money markets of interest to Peoples College will be accom:
plished gradually during the next few years.

2. Price of Goods and Services—Other than food and energy, prices will rise at a rate of between 5%
and 6% in each of the five years. Food prices will begin to follow the rest of the economy early in the
period. Energy prices, including gas and electricity, will increase sharply: electricity as much as 409,
in the five years; gas, 1009%,.

3. National Faculty Salary Trends—With a shift to a buyer's market, except in a few special fields,
national faculty salary and benefit increases will tend to follow at or slightly below the increase in the
cost of living.

Other external tactors about which statements of environmentat asumption should he prepared include, but
are not limited to:

National attitudes toward higher education
Competition in private vs, public higher education
Continuing education

Fr leral programs

Tuition

Civil disobedience

Iuterest in ecology

Private support of colleges

Crime on campus

Capital campaigns

Comstruction price index

National and regional cmollment vends
Alternative education patterns
Technological influences

Economic environment

State aid to private highe education



Peoples College
Form No. 1
(continued)

ENVIRONMENTAL ASSUMPTIONS—B. INTERNAL

1. Student Interest in Foreign Study—Continued interest in foreign study is expected. Some decline in
participation in the Peoples College Consortium Program in Rome is expected because of increasing
travel costs.

2. Student Enroliment—Barring successful efforts to recruit junior and community college transfer stu-
dents. the enroliment of Peoples College is expected to remain constant for the next five years. (A
detailed projection is included with the supporting statistical data.)

3. Continuing Education—Community interest in continuing education courses at Peoples College is ex-
pected to grow rapidly. This is particularly true of those programs in business, banking, and medical
technology.

Other internal factors that might be included in assumptions regarding the internal or immediate college
CHvironment are;
Unionization
Fringe benefits and salaries
Student ;ud
Capital campaign likel:ihood
Campus morale
Local labor mrket
Admissions effectiveness
Gift anticipation
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Peoples College
Form No. 1
(continued)
ENVIRONMENTAL ASSUMPTIONS—C. SUPPORTING STATISTICAL DATA
1. Student Retention:
Percentage of original freshman class
at Peoples College who return as
Class
of Sophomores Juniors Seniors
1972 90.4 65.8 74.5
1973 82.4 60.9 59.5
1974 86.2 66.4 62.0
1975 89.1 59.7 63.0
1976 79.0 61.3
1977 80.3
2. Student Fees:
Percent Cost of Living
Year Tuition Increase Increase
1971-72 $2,000 — 4.59%
1972-73 2,100 5.0% 3.5%
1973-74 2,200 4.8% 8.0%
1974.75 2,300 4.59, 10.19%
3. Selectivity of Admission Process:
A. B. C. D. E.
Applied Admitted  Matricu- (B/A) (C-B)
Year lated
1971 578 732 380 .75 52
1972 953 611 358 .64 .59
1973 824 682 376 .82 .55
1974 615 537 292 .87 .54

Supporting statistical data lepend in Lirge part on the environmental assumptions selected for cmphasis.
Logical items might include:

Public vs. private tuition

Source of income

AAUP saliary information

Student faculty ratio

Tenured nontenured faculty ratio
Expenditures per student

Public vs. private enrollments
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More detailed information that follows from Form [ is presented below, specifically with regard to estimates of
revenue availability for Peoples Gollege.

The five years which lic ahead appear to be years of struggle for the private sector of higher education—
especially the small. liberal arts college, Enrollments continue to drift downward and the over-built public insti-
tutions are exacerbating the situation by aggressively secking new students. Public institutions are also proving
to be good fund raisers from private donors and have enjoved relatively better success in the past several years
than have private institutions where fund-raising levels have plicaned. The difterence in cost between private
aud public institutions (mow about $L60O annually) will likely continue to increase and will move an even
higher percentage of students to public institutions.

Peoples is stronger than the average private college, It is blessed with an exceptional location and a broad sup-
port bise from sdummni, friends, and foundations, It has o gifted student body and an anusually well-qualified
faculin, Even with these assets, however, the next five years will challenge the ingenuity and endurance of the
coverning board, administration, and Faculty.

Specific assumptions abowr the futive on which these forecasts are based are:

Income from Stwdents

oI is assumed that Peoples can attvact and that the Admissions Oftice can enrvoll 625 new students annuatly
(total of new freshmen and new tansfersy throngh the planning period.

20 Teis assumed that the projected new student enrolliment and the returning student enrollment can be
nuaintained with the present or a lower level of student financial aid less the amonnt terminated through
EOG's as a result of the federal switeh to BEOG.

3. The projected retention vates for returning classes assume a slowly improving situation.

LA the end of the plinming period, the retention aat used would be approximately the midpoint be-
mween the minimum and the average retention rates by dlass for the last ten years,

. Fuition will be inareased by a east the rate of indliation in the planning period. reaching a high of $3,000
annuadly i H97R.74,

Indowewient Ineome

Lo Teds assimned that o capital fund etfort will be Trunched in the spring of 1976 and will produce additonal
endowment tunds, The income projections in this exhibit assume the tollowing “new money” awdditions
to endowment:

Uryestrieted Restrieted
19751976 S 10,000 N 25000
1976-1977 25.000 ROO,000
1977- 1978 50,000 1.000.006
JOUTR.1979 25,000 00,000
HO749- 14980 23,000 1 50,000

2 heis assumed that Peoples endowment funds will be mimaged on o total retinn concept. The formula
for buduet purposes will assume o viekd onmarket value (vem moving average) of 6.0 percent. The
actual averages (eeomerricy for Peoples endowment on a total return basis from 1969 10 1971 wares for
bve vears, 47 percents for thiee years, 1291 pacent: tor one vean, 2,17 pereent.

Ric L 3l
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Gift Income

1

Gifts for the support of the carrent budget which do not require a corresponding increase in expendi-
tures will be increasingly difficult to obtain during the next five years.

Alunmi giving for the annual budget will continue to increase until it reaches a level of approximately
$200.000, where it will plateau.

Federal support for higher education—especially for the four-year liberal arts college—will decrease dur-
ing the planning period. Finandial aid funds will be assigned directly to students and will be out of the
control of institutions.

Begiming in 1975-1976 funds generated by the capital fund campaign will be used to cover a portion of
the cost of fundraising, recordkeeping and processing, ‘These funds will be used to support the current
operating budget and will be recorded as “other restricted income.™

Auxiliary I'fnh')',))'iw'\'

1.

2

-

3.

Dormitory occupancey for each year in the planning period will be maintained at a 90 percent or better level.
Cash payments to high-need students to pay room and board oft the campus will be discontinued.
Auxiliary enterprises charges will be gradually inacased to produce sutlicient revenues to cover all costs
associated with the operation of the dormitories and dining commons.



Educational and General

Income from Students
Tuition
Fees

Total

Endowment Income
Unrestricted
Restricted

Total

Gift Income
Unrestricted
Restricted

Total
Recovery of Indirect Costs
Organized Activities
Other Sources

Total Educ. & Gen.

Auxiliary Enterprises

Residence Halls
Food Services
Vending Machines
Game Room

Rent of Facilities

Total Aux. Enter.
Estimated Charges-Fund Balance

Grand Total

Percent Increase

FIVE-YEAR INCOME PROJECTIONS

Peoples College

1975-1976  1976-1977 1977-1978 19781979  1979-1980
$4,276,244  $4,493,000 $4.634,496 $4,966,656 $ 5,155,200
58,000 165,000 170,000 177,000 185,500
$4,334,224  $4,658,000 $4,804,496 $5,143,656 $ 5,340,700
$ 66510 $ 58604 $ 60414 $ 63400 $ 66,385
1,534,629 1,563,287 1,605,655 1,677,629 1,736,604
$1,601,139  $1,611,891 $1,666,069 $1,741,029 §$ 1,802,989
$ 515000 $ 551,000 §$ 587,000 §$ 615000 $ 610,000
1,130,000 1,134,000 1,094,000 989,000 959,000
$1,645,000 $1,685000 $1,681,000 $1,604,000 $ 1,569,000
$ 45000 $ 45000 $ 35000 $ 35000 $ 35,000
$ 15000 $ 20000 $ 15000 $ 15000 $ 15,000
$ 90000 $ 97000 $ 95000 $ 95000 $ 75,000
$7,730,363  $8,116,891  $8,296,565 $8,633,685 $ 8,837,689
$¢ 500,000 $ 567,100 $ 588,000 $ 618,750 $ 650,000
560,000 588,400 591,500 575,000 659,750
3,000 3,500 3,500 3,500 3,500
5,000 5,000 6,000 6,000 6,000
57,000 30,000 28,000 28,000 28,000
$1,125,000  $1,194000 $1,217.000 $1,231,250 $ 1,347,250
$ 100000 $ 71609 $ 25000 $ — $ —
$8,955,363  $9,382.500 $9.538,565 $9.864.935 $10,184,939
4.76% 1.66% 3.429, 3.249

33




Peoples Coliege

INCOME FROM TUITION AND FEES

1975-1976 1976-1977  1977-1978 1978-1979 1979-1980

Tuition Retention Retention Retention Retention
rate (%) rate (%) rate (%) rate (%)

Freshmen 640 650 625 625 625
Sophomores 490 (76) 486 (77) 501 (78) 488 (79) 494
Juniors 411 (78) 386 (79) 390 (80) 401 (81) 396
Seniurs 295 (62) 262 (62) 252 (63) 246 (64) 257
Specials 42 40 40 40 40

Head Count 1,878 1,824 1,808 1,800 1,812

FTE 1,856 1,800 1,788 1,784 1,790
Tuitioh Rate $ 2,400 $ 2600 % 2,700 $ 2900 §$ 3,000
Total Tuition Income 4,454,400 4,680,000 4,827,600 5,173,600 5,370,000
4%, Discount (2nd Term) 178,176 187,000 193,104 206,944 214,800
Budget Figure $4,276,224 $4,493,000 $4,634,496 $4,966,656 $5,155,200

Fees
Applied Music $ 18,000 $ 18000 $ 17000 $ 17000 § 17,500
Application 14,000 14,000 14,000 15,000 15,000
Library Fines 1,000 1,000 1,000 1,000 1,000
Children's Center 17,000 17,000 18,000 18,000 19,000
Transcripts 5,000 5,000 5,000 5,000 5,000
Miscellaneous 3,000 10,000 8,000 8,000 8,000
Budget Figure $ 58,000 $ 65000 $ 63,000 $ 64000 §$ 65,500
Summer School $ — $ 100,000 $ 107,000 $ 113,000 $ 120,000
Total Tuition and
Fee Income $4,334,224 $4,658,000 $4,804,496 $5,143,656 $5,340,700

.o
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INCOME FROM ENDOWMENT
TOTAL RETURN—6 PERCENT OF 3-YEAR MOVING AVERAGE

Peopies College

Year 1975-1976 1976-1977 1977-1978 1978-1979 1979-1980
Unit Value (11.60) (11.70) (11.90) (12.20) (12.30)
General Endowment
Unrestricted:
Principal (Mkt.) $ 1,108,501 $ 976,740 $ 1,006,909 $ 1,056667 $ 1,106,425
Income 66,510 58,604 60,414 63,400 66,385
Restricted:
Principal (Mkt.) $ 2,266,642 $ 2,524,249 $ 3,138,071 $ 3,943,029 $ 4,531,320
Income 135,998 151,454 188,284 236,581 271,879
Endowment Held Separately
Principal (Mkt.) $15,620,398 $15,5671,030 $15,970,020 $16,066,287 $16,335,555
Income 931,667 934,261 947.821 963,977 980,133
Quasi-Endowments
Principal (Mkt.) $ 6,449,409 $ 6,359,543 $ 6375846 $ 6,484,525 $ 6,593,204
Income 381.964 381,572 382.550 389,071 395,592
Funds in Trust W/Others
Principal (Book) $ 453,019 $ 453019 $ 453.019 $ 453019 $ 453,019
Principal (Mkt.) 5,064,166 5,164,500 5,350,000 5,800.000 5,950,000
Income 85.000 86.000 87.000 88,000 89,000
Total Market Value $30.509.116 $30,596.062 $31,840,846  $33.350,508 $34,516,504
Income Totals for Budget
General Endowment:
Unrestricted $ 66.510 $ 58,604 % 60414 % 63400 % 66,385
Restricted 135,998 151,454 188,284 236,581 271,879
Separate Endowment 931,667 934,261 947,821 963.977 980,133
Quasi-Endowments 381,964 381,572 382.550 389,071 395,592
In Trust with Octhers 35,000 86,000 87.000 88.000 89.000
Total Income $ 1,601,139 $ 1,611,891 $ 1.741,029 $ 1,802,989

$ 1.666.069




Unrestricted

Alumni

Friends

Parents

Churches
Organizations
Corporations
Foundations

Private College Fund

Subtotal

Restricted

Friends
Foundations
Federa! Grants
Research Grants
Training Grants
Deferred Gifts
Other

Subtotal

Student Aid
Foundations

HEW—Work Study
—EOG

Other
Subtr tal
Grand Total

Percentage increase
(decrease)

Prepared by .

GIFTS FOR CURRENT FUND OPERATION

Peoples College

1975.-1976  1976-1977 1977-1978  1978-1979  1979-1980
$ 125000 § 150000 $ 175000 $ 200,000 $ 210,000
40,000 45,000 50,000 50,000 50,000
20,000 20,000 20,000 20,000 25,000
10,000 10,000 10,000 10.000 10,000
15,000 15,000 15.000 15,000 15,000
10,000 15,000 20,000 20,000 20,000
220,000 225,000 225,000 225,000 200,000
75,000 71.000 72,000 75,000 80,000
$ 515000 $ 551,000 §$ 587.000 $ 615000 $ 610,000
$ 125000 $ 150,000 $ 160,000 $ 160000 $ 160,000
16,500 19,000 19,000 19,000 19,000
225.000 230,000 235,000 235,000 200,000
50,000 50,000 50,000 50,000 50,000
25,000 25,000 25,000 25.000 25.000
82,500 75,000 70,000 65,000 85,000
50,000 60,000 60,000 60,000 50,000
$ 574,000 $ 609.000 $ 619,000 $ 614.000 §$ 589,000
$ 65000 §$ 65000 $ 65000 $ 65000 $ 70,000
97,000 200,000 210,000 210,000 200,000
304,000 165,000 100,000 — —
90,000 95,000 100,000 100,000 160,000
$ 556000 $ 525000 $ 475000 $ 375000 §$ 370,000
$1,645.000 $1.685.000 $1,681,000 $1.604.000 $1,569.000
8.05% 2.439, 1.459
(0.029%) (2.18%)




AUXILIARY ENTERPRISES INCOME

Peoples College

1975-1976 1976-1977 1977-1978 1978-1979 1979-1980
Residence Halls
income $ 500,000 $ 557,100 $ 588,000 $ 618,750 $ 650,000
Expense 346,105 548,000 583,000 663,000 715,000
Net $ 153,895 $ 9,100 % 5000 $ (44.250) $ (65,000)
Food Services
Income $ 560,000 $ 598400 $ 591500 $ 575000 $ 659,750
Expense 542,900 525,000 595,000 603,000 643,000
Net $ 17,100 $ 73400 $ (3,500) $ (28,0000 $ 16,750
Other Services
Income:
Vending $ 3,000 $ 3500 % 3500 $ 3500 $ 3,500
Game Room 5,000 5,000 6,000 6,000 6,000
Facilities Rent 57,000 30,000 28,000 28,000 28,000
Total $ 65,000 $ 38500 $ 37500 §$ 37,500 $ 37,500
Expense:
Vending $ 2,000 $ 2000 $ 2000 $ 2500 § 2,500
Game Room 3,000 3,000 2,000 3,500 3,500
Facilities Rent 5,000 10,000 10,000 12,000 12,000
Total $ 10,000 $ 15000 $ 15000 $ 18,000 $ 18,000
Net $ 55,000 $ 23500 $ 22500 $ 19500 $ 19,500
Total Income $1,125,000 $1,194,000 $1,217,000 $1,231,250 $1,347,250
Total Expense 899,005 1,088,000 1,193,000 1,284,000 1,376,000
Net $ 225,995 $ 106,000 $ 24000 $ (52,750) $ (28,750)
Debt Service 1,0,995 171,000 171,000 171,000 171,000
Reserve Fund 30,000 92,000 92,000 92,000 92,000
Available for Budget $ 25,000 $ (157,000) $ (239,.000) $ (315,750) $ (291,750)
Rates:
Room $ 510 $ 540 $ 600 $ 625 % 650
Board 510 580 600 575 650
Total $ 1,020 $ 1,120 % 1,200 $ 1,200 % 1,360
No. of Roomers 980 1,031 980 990 1,000
No. of Boarders 1,018 1,031 986 1,000 , 1,015
¥
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Peoples College
Form No. 2

STATEMENT OF COLLEGE POLICIES

Sex, as a variable ;1 the admission process, will not be recognized.

2. Admission to the institution will be based primarily on measurable ability to carry out high-level aca-
demic work.

3. There are no regulations or policies limiting the number of faculty within a given department who may
hold the same rank.

The tenure policy of the college is identical to that suggested by the AAUP AAC.

5. The college will operate with a balanced budget. In very special circumstances, with approval of the
governing board, the balance mgy be over a longer period than a given twelve-month year.

6. Permanent new programs (those anticipating more than two years of operation) must be funded by
new endowment specifically raised for that purpose, and or by identifying expendable programs from
among those presentiy budgeted.

Policy statements on the following might also be appropriate:

Teaching methods Faculty and staff salary
Teaching loads Fringe benefits

College calendar Administrative structure
Make-up of student body Student aid

Enrolliment Auxiliary enterprises
Minority recruitment Public services

Faculty -student ratio Staft reductions

Tenure limitations Grievance procedures

Policy statements to he given emphasis are determined by the topics included in environmental assumption
statements, Form 1, and the statement of mission. Form 3.
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Peoples College
Form No. 3

STATEMENT OF MISSION

Peoples College is a long-established private institution intending to provide low-cost, career-oriented
educational opportunities at the baccalaureate level for students who live within 300 miles of the campus.
Governance of the institution reflects the broad spectrum of society. Special emphasis is given to the para-
medical and business support curricula.

The college will not attempt to provide residence facilities for more than 409 of its enroliment.

A six-month internship is sought for each student as part of the requirement for graduation.

Bevond the first three sentences above, which briefly state the mission of the college. succeeding statements
are in a sense declarations of policy in support of the basic mission statement. Consistent policy statements often
represent a de facto statement of goals and objectives.

It is appropriate to review the policy statements prepared as Form No. 2 to sce if they are compatible with
the institution’s mission. No mention is made in this mission statement about the role of reseavch, but the public
service function iv implied. Some statement should he made concerning the research and public service functions
as well as other areas.
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Peoples College
Form No. 4
ENROLLMENT PROJECTIONS (FTE)

Year Freshman  Sophomore Junior Senior Special Total
1969-70 517 378 261 222 8 1,386
1970-71 477 437 261 246 34 1,455
1971.72 594 389 298 254 21 1,556
1972.73 573 512 299 285 10 1,679
1973-74 555 518 397 301 27 1,798
1974-75 589 493 402 371 14 1,869
1975-76* 636 486 407 201 36 1,856
1976-77* 645 481 381 257 36 1,800
1977-78* 621 497 386 248 36 1,788
1978-79* 622 485 398 243 36 1,784
1979-80* 621 490 392 253 34 1,790
* Projected

DEPARTMENTAL ENROLLMENT PROJECTIONS
(Student Credit Hours)

Department 72 73 74 75 76 77 78 79

Anthropology 2025 1739 1728 1700 1700 1750 1750 1700
Biology 1620 1485 1836 1650 1700 1700 1650 1650
Business Admin. 3337 2943 3300 3350 3350 3400 3450 3400
English 2727 2241 2538 2400 2300 2250 2200 2150
Music 999 918 756 700 700 650 650 650
Paramedicine 783 1161 1107 1200 1300 1400 1600 1600
Physics 501 482 552 500 550 600 600 600
Sociology 1269 1053 1323 1350 1350 1400 1400 1400

Enrvollment projections may be prepared with a variety of formats and detailed data. Other alternatives,
particobarly for Livger institutions, may display returning students by sex. by major, by college, etc.

If there is significant distinction between head-count enrollment and fulltime equivalent (FTE) enroll
ment, one table for each should be prepared.

The inclusion of some historical data with the projection is recommendexd.

Projection ot enrollments with detailed stratifications such as called for by this form is extremely difficult
at a smadl institution. Simple straight-line extrapolation is not adequate. A sabbatical leave taken by a popular
faculty member may change the projection for that department by 30 percent or more. At large institutions, on the
other hand, it may be possible and desirable to stratify the projections by Upper Division, Lower Division, etc.
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Peoples College
Form No. 5

ACADEMIC DEPARTMENT PLAN
1975-1980

Physics Department Goals and Curriculum

The goals of the Physics Department are consistent with those of Peoples College. More specifically, the
department is a non-major department that has been developed to provide basic service instruction in
physical sciences to students majoring in Anthropology, Biology, Chemistry, Paramedicine, and
Psychoiogy.

Current course offerings are listed and described in the college catalog. No course deletions are
anticipated.

The department notes the approval by the College Curriculum Committee of a new course in astro-
physics to begin in 1975. NSF funding in support of this course has been obtained for t = years. It is
expected that the college will assume funding responsibility ($3000) beginning in 1977-78. The pur-
pose of this course is to provide familiarity with certain basic principles and terms of astropnysics. It is
designed to support programs being developed in the business department in space-industry management.
No new facilities or equipment items are required until 1978-79, when the department hopes to have ob-
tained grant support for a nuclear magnetic resonance spectrometer (jointly used by the Chemistry De-
partment).

The (lements of the deparuacat plan to be included on Form 5 include:
4

A statement of the departiamt’s goals and objectives

Evidence of how thise goals support the college goals

Some reference to the aoreat anriculn program of the department (I the col-
lege catalog does not adequately describe the courses and their objectives, it
nuay be necessary to list each course, its content and objectives as part of this
form.)

Course additions or deletions should be noted and explained

Possible altertative courses may e noted

Significant exttacunicular projects and depmmmental services should be noted
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Peoples College

Form No. 6
Physics Department STAFFING AND EXPENDITURE ESTIMATE
75-76 76-77 77-78 73-79 79-80
Faculty
Hyde, Thomas X X Sabkatical X X
Nelson, O. E. X X X X X
Thompson, John X X X X X
Part-time X X (X) (X) (X)
Total Teaching 316 316 21 6* 31 6* 31 6*
Clerical/Technical
Adams, Bernard 12 12 12 12 12
Total Salaries $40,000 $40,000 $39,000* $44,000* $46,000*
Fringe Benefits 3.900 4,000 4,150 4,400 4,600
Total Salary &
Benefits $43,900 $44,000 $43,150 $48,400 $50,600

* Assumes continuation of part-time astrophysicist

Salry infornation at manw colleges is not available at the depmtmental level I not, the salary total may
be snpplied by the business ofhee, planning assistant, et Sinsilarly, the academic dean or other person respor.
sible for approving sabbatical plans may have more accwrate information than department chainmen.

‘Thiv information. salaries. projected salaries, sabbaticals, and replicentent salaries particularly lend them-
selves to computer modeling. A model also allows careful review of stalhing or salary abternatives without re-
vealing individual salaries.
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Peoples College

Form No. 6
(continued)
Physics Department STAFFING AND EXPENDITURE ESTIMATE
Budgeted* Spent* Requested
Account 74-75 74.75 75-76 76-77 77-78 78-79 79-80
470004 Student Wages $ 750 $ 765 $ 770 $ 7/6 % 780 $ 780 $ 780
470008 Supplies & Expense 2,450 2,410 2,600 2,690 2,770 2,860 2,940
470202 Radiation Facility 280 50 280 280 280 280 280
470010 Travel 100 115 100 100 100 110 110
470915 Equipment 0 0 0 0 0 20,000 0
Total $3,580 $3,370 $3,750 $3.840 $3,930 $24,030 $4,110
Less income from
restricted funds** 0 0 0 20,000 0
Net unrestricted current funds required $3,750 $3,840 $3,930 $ 4,030 $4,110

* To be completed by Business Office
*%* Attach ex).lanation of restricted fund income

Departments must submit detailed justification of their budget requests. A copy of this justification should
he attached to Form 6.

The explanation of restricted income to be attached to this form should include the nature of the project
or item, most likely sources of the tunds {(wheie will the proposal be s .bmitted), the name of the principal per.
son submitting the grant request. ete.

I an institution has a large amount of restricted income, it may be desivable to design o specific format for
the attachment.

Note: Form 20, with projections, may be used in lieu of Form 6.
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Peoples College
Form No. 7
Physics Department COURSE AND PROJECT DATA
Class No. of
Hours Students
Course or Credit Per Faculty Enrolled
Project No. Title Hours Week Member 1973-74 SCH
07A intro Physics 5 5 Hyde 16 80
O7AL intro Physics Lab 0 3 Hyde 8 —
O7AL Intro Physics Lab
(2d Section) 0 3 Hyde 8 —_—

09 Mechanics 3 5 Hyde 21 63
ooL Mechanics Lab 0 2 Hyde 21 —
04A Foundations of Physics 4 4 Hyde 50 200
04AL Foundations of Physics Lab 0 1 Hyde 50 —_

Subtotal 12 23 343
04B Foundations of Physics 4 4 Nelson 44 176
04BL Foundations of Physics Lab 0 1 Nelson 44 —
21 Quantum Mechanics 5 4 Nelson 3 12
23 Physical Electronics 3 3 Nelson 7 21

Subtotal 12 12 209
Etc.

This form may be prepared by the department. the registrar, or the planning assistant. Its specific format
should be determined in consultation with the academic dean. Lavger institutions may elect to present the
data in o summarized format.
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Peoples College
Form No. 8
ACADEMIC PROGRAM PHYSICAL FACILITIES INVENTORY
FALL TERM 1974 onlv
Physics Department instruction and Research Space
A. B. C. D. E. F. G. H.
No. of % Use Exclusive Is Space
Course Enroliment Room Student Utilization of Dept. Use Adequate?
No. Last Fall No. Stations®*  (B/D)** Room  Required (Explain)
07A 16 SH-101 35 45.7 Lab No OK
09 21 SH-102 24 87.5 Lecture Yes OK
o9L 21 SH-101 35 60.0 Lab No OK
04A 31 SH-101 35 88.6 Lab No OK
048
21 7 SH-103 15 46.7 Seminar Yes Needs new
chalk board
23 7 SH-103 15 46.7 Seminar Yes "
41 10 SH-101 35 28.6 Lab No OK
42 6 SH-101 35 17.1 Lab No OK
Etc.
Office and Additional Space
Faculty offices in use: SH-201, SH-203, SH-219. The offices are barely adequate, but would benefit from
some additional work area, perhaps part of SH-207, if the Psychology Department could move some of its
tables uut. This is especially vital for the new program in astrophysics.
Other rooms assigned exclusively to Physics Department: SH-104 (equipment storage), SH-210 (radiation
storage), SH-207, SH-208.
* Supplied by physical plant office
“# Calculated by planning assistant

This form assumes square footage and other information is available from a physical plant offir. In a
stable environment. requests for this kind of information may not be required every year. Large institutions may
desire to summarize this kind of information for more immediate access. Any request for major renovation
should be justified in detail.




Peoples College
Form No. 9

Physics Department ACADEMIC RESOURCE RFQUIREMENTS
1975-1980

To what extent will your department use the resources provided by the following? Be as specific as possi-
ble in terms of units, volumes, hours, etc.

75-76 76-77 77-78 78-79 79-80
LIBRARY Present book allocation is adequate. If possible, we would like a copy of
Physical Review located in Science Hall Reading Room.
COMPUTER Ten clock hours week through 1976-77—new courses in 77-78 will increase

this to at least fifteen clock hours per week to allow student programming of
classroom assignments.

AUDIOVISUAL

Comments:
uwfww:tut a Chatkfsard w SH-203/

As changes in requirements from these supporting services have attendanmt costs, these costs should be deter-
mined and reflected in the budgets of the Library, Computer Ceuter, ete., as they prepare their own plans.
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Peoples College
Summary Form No. 10

SUMMARY OF PROGRAM CHANGES

75-76 76-77 77-78 78-79 79-80

French
Language assistant, to aid in $2,000 $2,000 $2,000 $2,000 $2,000
conversational program

No changes in objectives or program
content except conversational
program above

Eiiminates one part-time faculty,

replaced by LA above (4,500) (4,500) (4,500) (4,500) (4,500)
Physics
Astrophysicist, part-time (grant will 3,000 3,000 3,000 3,150 3,300

cover first two years)

Nuclear magnetic resonance 20,000
spectrometer shared with
Chemistry from grant income

New courses in astrophysics area
will assist Chemistry, Para-
medicine, etc.

One additional faculty

office required X >
Partition room SH-207 to
provide extra work space X —

Etc.

The summary of academic program changes should note the magnitude and year of:

Modification of departmental objectives
Changes in program content

New resource requirements

Variation of interaction with other programs
Approximate cost of expenditure

Sources of income

‘Fhis suminary should provide an overview of changes in academic departinent program plans. In a sense,
it is @ table of contents whose purpose is to provide essential information to support department chairmen, the
planning team, and the analytical studies team.

The expenses noted are abo included in the preliminary budget. but are shown here to identify the mag-
nitude of costs o1 savings of program changes.




Peoples College

Form No. 11
PRELIMINARY INCOME AND EXPENDITURE ESTIMATES
FOR ACADEMIC AND SUPPORT DEPARTMENTS
Budget Projected

Expenditures 74-75 75-76 76-77 77-78 78-79 79-80
Acct. Mo. President’s Office
400000 Salaries $75,195 $79,494 $83,071 $88,056 $ 93,339 $ 98,940
400004 Student Wages 200 200 205 205 210 210
400007 Travel 3.250 3,300 3,400 3.500 3,600 3,700
400008 Supplies & Expenses 3.500 3.580 3,700 3,700 3.900 3,850
400210 Board Relations 2,000 2,000 2,900 2,900 2,200 2,900

Subtotal 84,145 88,574 93,276 98,361 103,949 109,600

Vice President's Office

404000 Salaries 151,160 161,734 169,012 179,153 189,902 201,296
404002 Temporary Help 1,971 2,000 2,000 2,000 2,000 2,000
404004 Student Wages 1,280 1,290 1,300 1,300 1,350 1,350

Etc.

This torm should reflect the requests of departments tor the five-vear period as ascertained from their pro-
gram plans and budget reguest forms, “Fhe income portion should reproduce revenue estimates as prepared by
the chiiet business otheer ina similir ine-item format, I short, this fonn represents a preliminary educational
and general budget tor the hvevear planning period and includes the aarent bhudget as a reference point.

A similar tonm for the anxilimy enterprises of the college should also be prepared for consideration by the
plaming team and analvtical studies e,

Nowe: Fonn 200 with projections, nay be used in licu of Foom L
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Peoples College
Summary Form No. 13

COURSE AND FACULTY LOAD DATA

1974-.75
A. B. C. D. E. F. G. H.
Faculty Clerical
S/F Course Staff
No.of  No. of Student FTE FTE Ratio Load Assnd. to

Dept. Courses Sections Credit Hrs. Students Facuity (D/E) (B/E) Dept.
Anthro 10 10 1700 113 3 37.6 3.3 0.5
Biol 6 11 1650 110 4 27.5 2.8 1.0
Eng 12 12 2400 160 6 26.6 2.0 0.5
Phys 6 13 500 34 3.3 10.0 3.9 1.0

Span 6 6 400 26 2% 13.0 3.0 0.5*

* Does not include language assistant

‘The purpose of this form is to provide some comparison of courses and other projects carried out by de-
partments, and the ethciency with which they accomplish their programs.

Ideally, the form shonld reflect data for the first year of the projected fiveeyear plan. However, with the
dithculty inherent in projecting enroflments in small departments, it is probably better to do as shown above
and provide an analysis of the current year,

The form, as outlined, uses only teaching to dehne faculty load. s vescardh., conenunity service, ete., are
included in load definition, the form may be expanded to indude these activities. s student  employees are
assigned to departments, it may be desirable to also reflect their presence in this summary.
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Peoples College
Summary Form No. 14

ACADEMIC STAFFING TABLE

Current
Salary and
Physics Benefits 75-76 76-77 77-78 78-79 79-80
Hyde, T. $12,000 X X Sab (N) X X
Nelson, O. E. 12,500 X X X X X
Thompson, J. 9,500 X X X X X
Part-time 3,400 X X X X X
Adams, B. 6,500 X X X X X
Subtotal $42,900 $45,000 $47,300 $45,493 $52,144 $54,700
Spanish
Bernard, F. $22,500 X X X X Retires (R)
Witliams, S. 11,700 X X X Sab (R) X
Language Asst. 2,000 X X X X X
Subtotal $36,200 $38,000 $42,000 $44,000 $52,937 $31,920
Etc.

Only department subtotals are provided to the analytical studies team. Note the fluctuations that may
acctr when a sabbatical is not replaced (N) or replaced  (R) or when retivenents occur. Since salaries repre-
sent a plurality of any institution’s expenditures, the need for accurate, complete staffing tables is obvious. The
projected salary increases in this table are estimated at 5 percent per vear.
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Peoples College
Summary Form No. 15°

ACADEMIC PROGRAM—PHYSICAL FACILITIES R JUIREMENTS

No specific format is suggested for this form because of the variety of options available. For example, 2
full facilities invertory might be appropriate if a vecent one has not been completed. "This, together with a
utilization sarvey, would provide a good measure of the space neeas of an institution and may be done without
regard to depiartmental requests for space in the five years of the planning period.

If enrollments and staff size are st- ble, only minor modifications of space are likely, and these changes may be
summatized on Form 10,

Many facilitv-use problems are a result of incfficient scheduling, ineflicient studio or rehearsal reservations,
cte. If this is the case, the document which might best serve planning purposes would be a copy of the niaster
schedule and reservation chart as nmintained by the registrar or other office.

In short, if there is a need to study space utilization and facility vequirements in detail, do so. Otherwise,
do not accumulate data that will be useless for the rest of 1he planning process.
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Peoples College

Form No. 16
SUPPORT PROGRAM: Dean of Students
(Supply a reasonably detailed list of activities
performed by the department.)
Person
Activity Hours/Week
1. Counseling with individual students
Informational Counseling 20
Problem Counseling 5
Long-Term or Developmental Counseling 1
Foreign Student Advising 1
2. Group Work with Students 10
3. Committee Work (Admissions Committee, Student Council. etc.)
4. Faculty Advising
5. Routine Administration 20

Etc.

(Project Changes in Activity—give objectives of change, and indicate changes in resources required.)

Changes Objectives of Change Resources
1. Reduce individual appointments for Dean of men will assume responsibility  None
dean of students for some appointments
2. Add clinical counseling psychologist Provide more lor ;-term counseling. $13,000
beginning 1976-77 With iess course structure and salary
more freedom, greater tensions
will exist.
3. Dean will assume responsibility for As agreed to by president None

admissions officer

Etc.

Fhe purpose of this form is to allow supporting (nonacudemioy departments to document what they are doing
aned how much time is being spent, what chamges are anticdipated, what the change is to accomplish, and what
resotrces the chamge will entail,




Peoples College

Form No. 17
EXPENDITURE ESTIMATE: Dean of Students
Personnel 75-76 76-77 77-78 78-79 79-80
Dean of Students* X X X X X
Dean of Men X X X Retires X
Secretary X X X X X
Part-time Secretary X X X Full-time X
Salaries and $38,000 $39,900 $41,900 $45,000 $47,300
Fringe Benefits
Student Wages 600 600 650 650 700
Equipment** —_ — 500 — —
Supplies and Expenses 4,500 4,700 4,950 5,200 5,400
Travel 2,000 2,100 2,200 2,310 2,000
Total $45,100 $47.300 $50,200 $53,160 $55,400

* To avoid charges of male chauvinism, it should be noted that the dean of students at Peoples College
is a woman.
*% See attached equipment request.

In the event that restricted funds are supporting any support service program, c.g.. i vemedial student coun-
seling program paving part ot the salmy of the dean of men, it should be indicated on this forn,

Care should be exercised that line items of the budget are accounted for, Al hudget lines should be in-
chuded in or reflected on either Formy 17 or Form T "Fhis is nue of both income and expenditure lines.
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Peoples College
Form No. 18

PHYSICAL FACILITIES AND OTHER RESOURCE REQUIREMENTS

Dean of Students

Private Office Space

Working Space:
Storage Space:

Reception and Other:

Total

Computer

Telephone

Presently
Assigned

Main 101
Main 102
Main 103

None

None

Main 104

4

Present
Usage
None

3 phones

75-76 76-77 77-78 78-79 79-80

NC NC NC N-C N/C
N.C NC NC NC NC
NC Partition into two small offices beginning

76-77; will use student helpers in one office.

2
@]

NC NC N C N'C
5 5 5

None Expected—

N‘C Would like all three lines on Dean’s phone
and intercom line on ali phones.

™
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Peoples College
Form No. 19
SUMMARY OF SUPPORT SERVICES PLANS
Change in Activities Obijectives New Resources Required
Registrar
1976-77 Relocate Registrar's a. Improve service to public Fireproof vauit $6.000 (est.)
Office b. Avoid setting up special
registration area Private office |
¢. Release space to Dean of Service desk $2,000
Students Office Key punch area
Student Union
1975-76 Create Coffee House Provide a place conducive to Student manager to be in charge,
Theatre general entertainment, folk- $1,200 (20 hr. wk.)
singers, one-act plays, small Structural modifications:
classes, films, poetry readings, sound system, furnishings and
etc. furniture, $2.500
Vice President for Business
1976-77 Add Personnel Improve salary and wage ad- $12,000
Assistant ministration, pre-employment
interviewing. performance
appraisals, on-the-job training,
etc.

This torm provides an overview ot program changes in the support services category and serves as a table
of contents tor the detailed changes recorded in the individual program plans,

97




DEPARTMENT . ..__ S Peoples College

Form No. 20
BUDGET DEPARTMENT NO..__ . . ... .

PEOPLES COLLEGE BUDGET REQUEST FOR THE FISCAL YEAR ENDING_ . _

Salaries and Benefits—Faculty and Staff

Request
Budget as % of
Object Budget Request 1974.75
Name Rank Code 1974.75 1975-76 Budget

. . i S S S

—— —— ———————— e [ —, —_— - —
§ e = s e e mee mm el mme o e e — —— r—— - m———— - - — - — P —— e e e

Total Salaries S S .S

Add: TIAA e el
FICA

Subtotal

Total Salaries and Benefits $ ] $

b8




DEPARTMENT. . . _ . ... Peoples College
BUDGET DEPARTMENT NO. Form No. 20
(continued)
PEOPLES COLLEGE DEPARTMENTAL BUDGET FOR THE FISCAL YEAR ENDING. . .. .. . .. _ .
Depart-
Object 19 ... mental
Code Budget Request Approved
SALARIES AND BENEFITS
Salaries
Faculty Salaries 02 $ . . T
Staff Salaries 03 e e e -
Student Help + . S e e
Part-Time Help 06 S ——— e
Staff Benefits S e e — et e
Subtotal $ . . $ - .. % _.
NON-SALARY EXPENSES
Purchased Services
Honoraria 22 . % % .
Subtotal $. . S.___ s
Supplies
Office 30 $ : . $ ... - % . o
Instructional 31 . .. e e e
Laboratory 32 e - s
Subtotal T S S
Information and Communicatior
Dues and Memberships 41 $ . $. - ——. . % . ..
Subscriptions. Books. Publishi.,, 42 . o I .
Telephone and Telegraph 45 A e
Audiovisual 46 S ——
Postage and Meter Rent 47 . - e
Printing 48 .. ,
Others 49 . ) .
Subtotal $ .. $ . . s
Travel and Hospitality
Employee Travel 50 $ $ . ... % .
Visitor Travel 51
Meals 54
Subtotal $ .. $ | $
Equipment
Equipment 72 $ $ $
Maintenance and Repair of Equipment 73
Equipment Rental 74
Films and Slides 77
Subtotal $ $. $
TOTAL $ $ $
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Form
Form
FForm
Form
Form
Form
Form
Form
Form
Form

Form
Form
FForm
Form
FForm

Form
Form
Form

FForm
lorvm
Form

lorm

lorm
Form

100
100 (Cont.)
100 (Cont.)
101

102

3

104

s

106

17

108
100
110
111
112

113
114
115

116
117
18
119

120
121

Appendix B: Blank Sample Forms

Long Range Plan Summary

Long Range Plan Summiuy

Long Range Plan Summeny

Academic Department Program Plan

Academic Program Expenditures Estimate

Academic Program—>Schedule of Income from Restricted Current Funds
Course and Project Data

Faculty Manpower Requirements

Academic Pragram Physical Fadilities Requirements
Academic Program

Other Resources Requirements

Academic Program Summary of Changes

Academic Program Expenditure Fstimate Summary
Course and Project Data Sumimary

Faculty Manpower Requirements

Academic Program—Physical Facilities Requirements
Summany

Support Program Plan

Support Services Expenditures Estimate

Support Services

Schedule of Income trom Restricted Cinrvent Foands
Support Services

Physical Facilities and Other Resource Requirements
Support Services Plan—Sunmuny of Changes
Support Services Expenditure Fatimate Summanry
Support Services Sunmuary

Physical Facilities Requirements

Estimate of Unrestricted Current Funds Revenue
Schedule of Anticipated Gifts and Grants
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FORM NO. 120

COLLEGE
ESTINATE OF UNRESTRICTED CURRENT FUNDS REVENUE

For Plonning Period Beginning

—
*EVENUE CATEGORIES 9_~19_ | 19 =19 | v9_-19_ | 19_-19__ | 19__-19__

REVENUES

Tvitian and fees

Federal appropriations

State apprapriatians

Local apprapriations

Federal grants and contracts
State grants and cantracs

Locat grants and contracts

Private gifts, grants, and cant. acts
Endawment incame

Sales and services of educational activities
Sales and services of haspitals
Other sources

TOTAL UNRESTRICTED CURRENT FUNDS
REVENUE

84



COLLEGE FORM NO 121
SCHEDULE OF ANTICIPATED GIFTS AND GRANTS

For Five Yeor Period Beginning

CATEGORY V9_-19__ | 1919 {V9__-19 |19_-19__ | 19__-19

Current unrestricted purposes:
Corpovations
Foundotions
Churches
Individuals
U.N.C.F.

Others
Totel

Restricted for instruetion purposes: I
Corporations
Foundations
Governments
Others
Totol

Restricted for research purpeses:
Corporations
Foundatiens
Governments
Others
Total

Restricted for public service purposes:
Corporations
Foundations
Governments
Othe:rs
Total

Restricted for student oid purposes:
Corporotions
Foundations
Governments
Others
Total

Additions to endawment funds:
Corporations
Foundations
Governmaents
Qthers
Totel

Additions to plant funds:
Corporotions
Foundations
Governmonts
Others
Total

Other purposes
Corpeorations
Foundations
Governments
Others
Tote!
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U oo dong-rmge plan exists, the ost step of the planning process

G st pnepare basic planning asumptions and supporting data.

Current
long-range
ptan

Pt.nnhig Tesm

1. Reviews and re-
vises basic plan-
ning assumptions

2. Transmits revi-
sions to trustees

: . F ) 1 in Appendi
Planning 4 5 tCompare Foms 1,2 and 1 in Appendix 1)
assumptions

(revised)

Qoverning Bosrd No

Reviews pro-

Approve?
posed revisions pprov

Current long:
range plan

(Approved (Compare Forms 1 and 4 in Appendix o.)

planning

assumptl}s__

L~

Business Officer
(Development Officer) Registrar
Prepares revenue (Admissions Officer)
estimates and
supporting data Prepares enroli.
: ment projection
s o

Revenue
estimates

Enrollment
projection

- ]
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Planning Assistant

Prepares request
for departmental
program plans

Enciosures

Request for
program
plan

Planning Team

Reviews for
approval

No
Approve?\ '—’—J

Yes

Prasident

Issues request
for program plans

Blank
forms

Flanning
assumptions
Request for

program
plans

dé

Fruom
department
files

~ Academic Department
Chairperson

Prior
agepartment
plans

1. Reviews request
and past plans

2. Meets with de-
partment faculty
to initiate planning

FRIC ® '

Aruitoxt provided by Eic:

(Compme Farms 5, 6,7, &, and 9.)
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Academic Department

This interaction between department aned dean may be an informal
saunding ont of ideas ant possibilities,

Academic Dean

plans and objectives
3. Considers changes in
course offerings
4. Conveys considera-

tions to Dean for
reaction

5. Completes forms
and academic plan

Academic
program
plan

1. Reviews department Proposed
plans, goals, and b academic
policies plan
2. Considers alternative commants

Dean's

Reviews proposed
modifications and
attaches appropriate

comments

Depurtiment should keep u copy for its files,

O

ERIC

Aruitoxt provided by Eic:

Acadsm'tc Dean

1. Screens glans to
insure accuracy and
thoroughness of Corrected
preparation ‘ plan

2. Prepares analysis
and overview of all
academic programs

Department Chairperson

épta ble’

Makes necessary
corrections or
revisions

Yes

Academic pro-
gram plans
Dean's

analysis and
ovarview

88



O

ERIC

Aruitoxt provided by Eic:

Planning Assistant

Prepares summaries
of all department
plans

4

Summaries

Planning Team

Reviews academic pro- |

gr- m plans for major
deviations from
reasonableness

X (Compare Farms 10, 11, 12, 13, 11, and 15.) The summaries prepared

by the planning assistant are objective and statistically bhased,
whereas the overview and analysis prepared by the academic dean
may he mme subjective and he addressed to issues not easily sum-
marized in numerical form.

Yes

I

Planning Assistant

Makes necessary
changes

Punmn;'mm-m

Prepares requests
for support services
department plans

equest for
plans

Academic

s or academic dean, or department chair.
man, deperiling upon who needs to
make the change.

At least pertinent parts of the academic program summaries should
be sent to support services departments sa that they can plan

accordingly.
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©

files

Prior
plans

I

Support Services Dept.

6. Prepares plan

1. Reviews request
and past plans
2. Meets with members

From department

Proposed sup-

of department to
begin planning

3. Reviews academic
program plan
implications

4. Suggests alternative —&

POt Program foe—fpeeemt oram plan and attaches

V

Comments

program plars and
objectives

5. Conveys proposed
plans to seninr
administrator

Support
program
plan

Senior Adtﬁlﬂ. Officer

1. Screens program
plans to insure
accuracy and thor-
oughness of prepar-
ation

2. Preparesanalysis and
overview statemer.t

BEST COPY AvALABLE

Senior Admin. Officer

Reviews draft pro.

appropriate comments

(Compnre o 16, 17, and 138.)

¢———x

Revised
plan

N1

As with the acadewmic dean, this analysis and operview statement
shanled represent the senior administiative offtcer’s reactions, com-

=== ments, and oftinions, wid shenld not he confused witi the su-nmary

below poepmred by the plunmng ussistant.

Department Head

Makes necessary
corrections and
revisions

Yes




Departmental
plan

Overview
analysis

Plannlnzvmmhnt

1. A-cumulates
program plans

2. Prepares
summaries

Planning Team

Reviews for major
deviations from
reasonableness

No
Acceptable

Yes

ERIC

Aruitoxt provided by Eic:

Department Head

Makes necessary
corrections or
revisions

(Compare Forms 19, 1, 12, 14, and others.)

or senior administrative officer or plan-

G- ning assistant, as dictated by change

required.
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Planning Assistant

Separatos budget-
related information
and transmits to
business officer
Assembles other
wtormation for
Analytical Studies
Team

BEST COPY 12 juapur

Other
program

mmrmyn

*_....

Budget data

Buslnaiﬁ Officer

Prepares “

praliminary
budget

Preliminary
budget

Plannlnk Team

Reviews prelim-
inary budget

No

Pretiminary
budget
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Analytical Studies Team

1. Reviews all in-
formation re-.
ceived, inciuding
current fong-
range plan

2. Evaluates economic
feasibility of plans

3. Determines con-
flicts between pro-. Facuity, steff
grams and policies and students

4. Prepares maodifica-

tions and recommen. Preliminary
dations recommen-

5. Disseminates pre. —p— dations Respond to pre.
liminary draft of liminary report

report
6. Assembies finai .

report

I nort of . " e b
Anlytical Possible “open meeting” with analyti.

Studies Tea cal studies team and college community.
g

Plar ning Team

1. Rev ews proposed
moc ifications In
program plans

2. Infoims Analytical
Studies Team of
actio 18 taken

\ No
cceptavie?

7
d

Yes

ERIC @ 93
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Planning Team

1. Transmits acceptable
modifications to ap.
propriste depart.
ments

2. Reaches final de-
cisions on program
plans

BEST COPY AVAILABLE

Final
conclusions

Planning Asgistant

Prepares long-range
plan for transmittal
to board

Long.range
ptan

Governing Board

Reviews long-range
plan document

Program Head

Reviews proposed

modifications for:

1. Acceptability

2. Changes required by
new information

No
Acceptable?

Yes

\\ Program Head v
\ N Submits notice of
acceptance to Plan.
ning Team Program itead
\ Requests conference
~—P~| to discuss points
of controversy
Ine tddes:

I. Nanative intioduction

2. Basie assum fitinns

Lo Eapenditine estimates

4. Progeam plan swmna jes

5. Supporting stativiics

6. Other materials

Planning Team

O

ERIC
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Acceptable?

Long-range
plan

No

Makes necessary
revisions
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Planning Assistant

Business Officer

Distributes detailed
budgets to departments

Distributes copies
of approved final
plan

Budgets

Long-range
plan
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